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5.


	PAY,  TERMS AND CONDITIONS OF EMPLOYMENT



5.1
INTRODUCTION

Under Local Management, governing bodies decide how many staff are to be employed in schools and the duties of each post, together with the relevant rate of pay. This Chapter provides guidance on the pay and conditions of employment of staff in schools as derived from national, provincial and local agreements as well as those provisions based on statute.  The Chapter also includes advice on the use of pay scales.
Pay, terms and conditions are incorporated into contracts of employment.  A change of any of these elements for staff would mean a change to their contract of employment and should not be undertaken without discussion and the agreement of the member of staff (see Chapter 13 - Managing Change).

5.2
MAIN AGREEMENTS FOR STAFF IN SCHOOLS
It should be noted that agreement was reached in 1997 for the single status of support staff (former APT&C and Manual Staffs) and harmonisation of their terms and conditions.  This will be referred to in this Chapter and as the process subsequently evolves, updates will be provided.
The main agreements past and present which cover the pay, terms and conditions of staff in schools are:-

Teaching Staff


‑
School Teachers' Pay and Conditions Document (updated annually)





‑
Conditions of Service for School Teachers in England and Wales (Burgundy Book).

Support Staff
Support Staff under single status

-
National Joint Council for Local 
 (Former Administrative, Professional


Government Services as 
Technical, & Clerical (APT&C), 


supplemented by the Greater 
Nursery Nurses, Former Manual Workers, 

London Provincial Council (Green

School Caretaker and Cleaning staff)


Book).

Some Cleaning Staff are also employed 

-
Croydon Local.

by Schools on Local Conditions.

Foreign Language Assistants in 

-
Conditions of service and

Secondary Schools




Salary determined annually by








The Department for Education and Skills and the scheme administered by the Central Bureau. 

Local agreements which form part of the contractual terms and conditions of existing staff may also apply.

5.3
MAIN TERMS AND CONDITIONS OF EMPLOYMENT FOR TEACHERS 
5.3.1
PRE-EMPLOYMENT CLEARANCES
All appointments are subject to and conditional upon:-

5.3.1.1.
Medical Clearance
Teaching staff are required to complete a standard health statement.  This will be cleared through the Occupational Health Service of HR&OD in Taberner House.  Normally the completion of the Health Statement will be sufficient, but in some cases the Council’s Occupational Health Physician may require a further medical report and may request the teacher to attend for a medical review.  If the Occupational Health Physician has any concerns about the health of a teacher, this will be brought to the attention of the headteacher.

Additional screening may be necessary if a teacher is to be involved in handling food.  The Occupational Health Service must be contacted for advice if this is the case.

A copy of the clearance letter to the member of staff will be sent to the Headteacher.

5.3.1.2.
Criminal Records Bureau Check
All teachers, since they have substantial access to children, are subject to the Rehabilitation of Offenders Act (Exceptions Order) and are required to disclose all cautions or criminal convictions they may have had. They must also agree to an Enhanced CRB disclosure being obtained.  CRB Disclosures returned to the HR Consultancy which give details of any cautions or convictions will be brought to the attention of the Director of Children, Young People and Learners / the Headteacher.

A copy of the clearance letter to the member of staff will be sent to the Headteacher.

5.3.1.3.
Clearance to Work (Asylum and Immigration Act 1997)
Under Section 8 of the above Act, from 27th January 1997, it became a criminal offence to employ a person who is not entitled to live or work in the United Kingdom.

Employers can, however, make certain basic checks before taking on new employees, which will give them protection against being prosecuted. In order to protect the legal position of the School/Council it is important that these checks are introduced for all appointments. 

The documents to be requested in the first instance and which would establish a defence include: 

· A document from a previous employer, the Inland Revenue, the Benefits Agency, the Contributions Agency or the Employment Service showing the person’s name and National insurance number. This could be a P45, a P60 or a NI card. 

THIS SHOULD COVER MOST NEW EMPLOYEES
· If there is no National Insurance number included on any of the documents, then a letter from the Home Office confirming that the person named is allowed to work would be acceptable.

If none of this information is available, then to provide the School/Council with a full defence, you should make sure that, before a new employee starts working for you, a responsible person has seen and checked  the authenticity of ;

One of the specified original documents from List 1 shown below or
Two of the specified original documents in the combinations given in List 2

List 1
· A passport showing that they are a British Citizen or have a right to abode in the United Kingdom

· A national passport or national identity card showing that they are a national of a European Economic Area Country or Switzerland

· A residence permit issued by the Home Office to them as a national from a European Economic Country or Switzerland

· A passport or other document issued by the Home Office which has an endorsement stating that they have a current right of residence in the United Kingdom as the family member of a national from a European Economic Area Country or Switzerland who is resident in the United Kingdom.

· A passport or other travel document to show that they can stay indefinitely in the United Kingdom, or have no time limit on their stay. 

· A passport or other travel document endorsed to show that they can stay in the United Kingdom and that this endorsement allows them to do the type of work offered if they do not have a work permit.

· An Application Registration Card issued by the Home Office to an asylum seeker stating that they are permitted to take up employment

List 2 

First Combination

A
A document giving your permanent National Insurance Number and name. This could be a P45, P60, National Insurance card, or a letter from a Government agency.

Plus one of the following

B
A full birth certificate issued in the United Kingdom, which includes the names of the holder’s parents: or

C
A birth certificate issued in the Channel Islands, the Isle of Man or Ireland: or 

D
A certificate of registration or naturalisation stating that you are a British Citizen: or

E
A letter issued by the Home Office to you which indicates that you can stay indefinitely in the United Kingdom, or have no time limit on your stay; or

F
An immigration Status Document issued by the Home Office to you with an endorsement indicating that you can stay indefinitely in the United Kingdom, or have no time limit on your stay.

G
A letter issued by the Home Office to you which indicates that you can stay in the United Kingdom, and this allows you to do the type of work offered : or

H
An Immigration Status Document issued by the Home Office to you with an endorsement indicating that you can stay in the United Kingdom and this allows you to do the type of work offered.

Second Combination

A
A work permit or other approval to take employment that has been issued by Work Permits UK

Plus one of the following:-

B
A passport or other travel document endorsed to show you are able to stay in the United Kingdom and can take the work permit employment in question; or 

C
A letter issued by the Home Office to you confirming that you are able to stay in the United Kingdom and can take the work permit employment in question.

There are three ways in which you can keep a record of the document that you have seen :

i)
Photocopy it

ii)
Scan it into a computer database

iii)
Retain it in the employee’s personal file.
To avoid racial discrimination when recruiting new staff, all applicants must be treated in the same way. The documents should be requested from ALL persons who are offered appointments and not just those for whom it appears there may be a problem.

Sensitivity should be exercised at all times, in particular when requesting and examining documents like passports.

The most convenient way of obtaining the information will be to request it from the successful candidate, as part of the clearance process, once a provisional appointment offer has been made.

The document check must form part of the follow up when an appointment is made, subject to a provisional offer. In any event, no appointment should be confirmed until the relevant document(s) have been inspected and copies taken.

Who counts as an employee ?

(
Anyone employed under a contract of service or employment. This means full-time, part-time, casual, term-time only, fixed term or sessional workers.

Employers are not liable for the following:

(
the employees of contractors undertaking work on your behalf.

(
self-employed people or freelancers doing work for you.

(
employees you have obtained from an employment agency who remain employees of the agency or who do not become your employees.

Any questions relating to whether a person can or cannot be employed following a document check should be referred to your HR service provider in order that it can be investigated in more detail.

5.3.1.4.
References
Satisfactory references should be obtained and for a teacher this would normally include one from the headteacher of the school where the prospective member of staff currently works or last worked.

5.3.2.
PROBATIONARY SERVICE  
Guidance on the arrangements concerning the probationary service of teachers is contained in Chapter 3 of the HR Handbook.

5.3.3.
TEACHERS CONTINUOUS SERVICE 
For the purposes of employment rights the period of continuous employment dates from the date of commencement of service with this Authority.  However, in calculating entitlement to periods of notice to terminate employment, maternity leave and redundancy payments, service includes previous continuous service in teaching or related employment with any public Authority to which the Redundancy Payments Modification Order (RPMO) applies.  (The RPMO applies to any staff who are coming to the L.E.A. from Foundation Schools, City Technology Colleges and Sixth Form Colleges.)

Where a teacher has been made redundant by an organisation to which the RPMO applies and subsequently takes up a teaching post with the LEA, (s)he is entitled to have previous service taken into account in respect of the above mentioned entitlements (except redundancy payments) provided the break in service does not exceed two years.

NB Continuous service will not necessarily be broken by a temporary cessation of work (see paragraph 5.3).

5.3.4.
PAYMENT OF PART-TIME TEACHERS
The percentage of full-time monthly pay that a part-time teacher is paid is determined by the headteacher who is responsible for ensuring that individual part-time teachers know and understand the basis on which their salary is calculated.

A full-time teacher's normal working day should be considered to be 6.5 hours which will include some non‑contact time. (195 days x 6.5 hours, making up the 1265 hours of directed time).  The teaching day excludes a reasonable break for lunch but includes assembly time.

It is the responsibility of the headteacher to ensure that each individual part-time teacher is fully aware of the implications for her/him of a requirement to work pro-rata to 1265 hours.

In primary schools, a part-time teacher working a full day in each week for a year will receive 20% of the appropriate full-time annual salary.  A full day's service in a secondary school could amount to more than 20% (see example below).

In primary and special schools, the proportion of payment to be made can be calculated as follows:-

Part-time hours worked in one week x 100
Total number of hours worked by full-time teacher in one week.

Thus, in a school where the school day is from 8.45 a.m. to 3.15 p.m. with 1 hour for lunch (i.e. a 5.5 hour teaching day), a part-time teacher working from 8.45 a.m. to 12.15 p.m. (3.5 hours) twice a week would receive the following percentage of full-time monthly pay:-




3.5 x 2   x  100  =  25.5%




5.5 x 5

This figure should then be "rounded up"; in this example this would be 26%.

In secondary schools, the proportion of payment to be made should be calculated as follows:

No. of periods taught          x 100

Total No. of periods in a week

Headteachers are recommended to make a pro-rata allowance for non-contact time periods to part-time teachers when calculating their proportion of pay.  Thus, if the school week consisted of 40 teaching periods and a full-time teacher would expect to receive 5 non-contact time periods during the course of the week, then a part-time teacher working for one full day and teaching 8 periods on that day should be paid for 9 periods, as follows:




9/40  x  100  =  22.5%

Applying the "rounding up" principle, the teacher would receive 23% of the appropriate full-time monthly pay.

5.3.5.
SICKNESS ABSENCE - TEACHERS
This information should be read in conjunction with Chapter 9 of the HR Handbook (http://www.croydonhr.co.uk/docs/handbook_c9.doc) 

5.3.5.1
Notification
Each school should make clear to staff the reporting arrangements in case of absence. This should include a requirement for the teacher to notify the school early on the first day of absence.  This notification should give details of the nature of the illness and an indication of length of absence.

5.3.5.2
Certification
For every occasion of sickness absence, the teacher is required to complete the Return to Work form, for occupational and/or statutory sick pay purposes, also to establish claims for industrial injury. This form can be found at http://www.croydonhr.co.uk/docs/return_to_work_form.doc). On the eighth calendar day of absence, the teacher must submit a doctor's certificate and for continuing absence thereafter, certificates must run consecutively.

Return to Work forms and doctors' certificates should be retained in a secure location by schools and the payroll provider informed of sickness absence without delay.

For absences of long duration there is a responsibility on both the teacher and the school to keep in touch on the nature and probable duration of the continued sickness absence.

In the case of an illness occurring at the end of term or during a school closure, a teacher is advised to inform the school (by letter) when (s)he is fit to return and follow the above procedure. This is to ensure that the appropriate salary adjustment(s) are made without delay.

Failure to follow agreed procedures could lead to an employee's pay being withheld or delayed.

5.3.5.3
Sickness Payment
Payment for sick leave is made up of two elements:-

*
SSP - statutory sick pay (after 28 weeks entitlement - incapacity benefit)

*
occupational sick pay

5.3.5.4
Teachers Sickness Allowance
Within any span of 12 months, commencing 1st April each year, a teacher may receive an occupational sickness allowance in accordance with the table below:‑ 


During 1st year of service
-

full pay for 25 working days and after completing 4 calendar months’ service, half pay for 50 working days.


During 2nd year of service
-
full pay for 50 working days and half pay for 50 working days.


During 3rd year of service

-
full pay for 75 working days and half pay for 75 working days.


During 4th and subsequent years
-
full pay for 100 working days and


(Successive years of service)

half pay for 100 working days.

For calculating entitlement to sickness payments, service does not need to be continuous.  All previous teaching or related employment is aggregated to calculate the entitlement.

5.3.6.
LEAVE

Please see Chapter 17 – Leave Provisions, of the HR Handbook.  
5.3.7.
PENSIONS
A teacher is entitled to join the Teachers' Pension Scheme (TPS), administered by Teachers' Pensions (TP).  General information about the teachers' scheme, the benefits it offers and its conditions can be found in the Teachers' Pensions leaflet  "Members - Your Guide" which is available directly from Teachers' Pensions or via their website (http://teacherspensions.co.uk/) 
Newly appointed teachers are automatically entered into the TPS unless written notification has been received by HR&OD that the teacher has opted out or intends to opt out.  To opt out of the scheme, the relevant Teachers' form will need to be completed, which can be obtained from Teachers’ Pensions and should be returned to the Business Performance Unit of HR&OD.  After the form has been processed it will be forwarded to Teachers Pensions.

Existing teachers already in the TPS will also need to complete the relevant form if they wish to opt out.  Once HR&OD receives authorisation from the teacher, contributions will cease to be deducted from salary and a refund of contributions may be made.

Teachers who are considering opting out of the TPS are strongly advised to contact their professional association.

5.3.7.1.
Retirement
Please see Chapter 15A – “Retirement – School based Teachers” for full details of retirement arrangements.
In all communications with Teachers' Pensions, teachers should quote their full names (including former name, where appropriate), their Teachers' Pensions reference number (old DES number) and the name of the Local Education Authority.

5.3.8.
NOTICE PERIODS
Periods of notice to be given by teachers are as follows:‑ 

	PRIVATE 
Headteachers need to give notice by
	Teachers need to give notice by
	Last day of Service

	31st January
	28-29th February
	30th April*

	30th April
	31st May
	31st August

	30th September
	31st October
	31st December


*
In the case of a teacher resigning to take up an appointment with another Authority or a school maintained by another Authority, the last day of service will be the day preceding the day on which the teacher commences employment with the new Authority.
These dates apply equally if a teacher is transferring from one school to another in the Authority.  Teachers may resign on dates other than these only with the agreement of their Governing Body.

-
Teachers leaving teaching service at the end of the Autumn Term will be paid up to 31st December.

-
Teachers leaving teaching service at the end of the Spring Term will be paid up to 30th April. (This can have financial implications for the school, where a replacement teacher is employed and also paid for part of April.)

-
Teachers leaving teaching service at the end of the Summer Term will be paid up to 31st August.

The minimum periods of notice to be given by the employer to take effect at the end of a term are:-
	PRIVATE 
Headteachers
	3 months (4 months in the Summer Term)

	Teachers
	

	Up to 8 years continuous service
	2 months (3 months in the Summer Term)

	Over 8 years but less than 12 years continuous service
	1 week for each year of continuous service (3 months in the Summer Term)

	12 years or longer continuous service
	12 weeks (3 months in the Summer Term)


5.4. MAIN TERMS AND CONDITIONS OF EMPLOYMENT FOR SUPPORT STAFF
5.4.1. PRE-EMPLOYMENT CLEARANCES
All appointments are subject to:-

5.4.1.1
Medical Clearance
All staff on appointment are required to complete a standard Health Statement form and send it to the Occupational Health and Safety Unit of HR&OD in Taberner House. Normally the completion of the Health Statement will be sufficient, but in some cases the prospective employee may be required to attend Taberner House for a medical review.

If any staff are involved in food handling, additional health screening may be required, and schools are asked to contact the Occupational Health Unit on 0208 686 4433 Ext. 2138 for advice.  If it is agreed that additional health screening is necessary, an appointment will be made and the person should complete a Health Statement which should be taken to the appointment with the Occupational Health Unit in Taberner House.  The appointment papers will be held by HR&OD until medical clearance is received.  It can take up to three weeks for medical clearance relating to food to be finalised.  It is obviously important that staff requiring screening for food handling do not commence employment before medical clearance is received.

Similar advice and screening, if necessary, should be sought in relation to teachers or parents if they are to be involved in handling food.

If the Medical Adviser has any concerns about the health of a prospective employee, they will be brought to the attention of the Headteacher.

A copy of the clearance letter sent to the member of staff will be sent to the Headteacher.

5.4.1.2.
Clearance to work (Asylum and Immigration Act 1997)
Please see Section 5.3.1.3. for details.

5.4.1.3.
References
Confirmation of employment will be subject to satisfactory references being received.  One of these should be from the person's current employers, where applicable.

5.4.1.4. 
Criminal Records Bureau Check
All staff in schools are subject to the Rehabilitation of Offenders Act (Exceptions Order) and are required to disclose all cautions or criminal convictions they may have had. They must also agree to an Enhanced CRB disclosure being obtained.  CRB Disclosures returned to the HR Consultancy which give details of any cautions or convictions will be brought to the attention of the Director of Children, Young People and Learners / the Headteacher.

A copy of the clearance letter to the member of staff will be sent to the Headteacher.

5.4.2.
PROBATIONARY SERVICE - SUPPORT STAFF
Unless employees have completed a probationary period elsewhere with the Council or another Local Authority, all new permanent and temporary staff in schools are subject to a period of probation of up to, but not exceeding, six months.  During this period, the employee is expected to establish his/her suitability for the job.

At the end of this period, schools will need to decide whether to confirm the appointment.  The employee should be given written advice of the decision and a copy sent to HR&OD.

Schools should refer to Chapter 3 for detailed advice on probationary service.

5.4.3.
CONTINUOUS SERVICE - SUPPORT STAFF
For the purposes of employment rights the period of continuous employment dates from the date of commencement of service with the Authority.  However in calculating entitlement to periods of notice to terminate employment, annual leave, the Occupational Sickness and Occupational Maternity Schemes, service includes previous continuous service with any public Authority to which the Redundancy Payments Modification Order (RPMO) applies.  (The RPMO applies, for example, to any staff who are coming to the L.E.A. from Grant Maintained Schools, City Technology Colleges and Sixth Form Colleges.)

Where an employee has been made redundant by an organisation to which the RPMO applies and subsequently takes up a post with the LEA, (s)he is entitled to have his/her previous service taken into account in respect of the sickness and maternity schemes (except redundancy payments) provided the break in service does not exceed two years, regardless of whether there has been other paid employment in the meantime.

Where an employee takes up a post with the LEA following a break for maternity reasons, she will be entitled to have her previous service taken into account, in respect of notice to terminate employment, sickness payments and maternity leave, provided that the break in service does not exceed eight years and provided that no permanent full‑time paid employment has intervened.  For the purposes of calculating entitlement to annual leave, the eight years time limit does not apply, provided that no permanent, full-time paid employment has intervened.

NB.
Continuous Service will not necessarily be broken by a temporary cessation of work (see Paragraph X.X - Fixed-Term Workers)
5.4.4.
HOURS AND WORK PATTERNS

5.4.4.1.
Full-time Support Staff
Full-time staff, apart from those on Nursery Nurse conditions of service, are required to work a 5 day week (Monday to Friday) throughout the year (52 weeks per year) and have an annual leave entitlement, details of which are given in Chapter 17 of the HR Handbook.  The length of the standard working week is as follows:-

	PRIVATE 
Former Administrative, Professional, Technical and Clerical (APT&C) staff, e.g. Admin and clerical officers, Teaching Assistants and technicians& Former Manual Workers, e.g. Caretakers
	36 hours

	Nursery Nurse and others on Nursery Staff scales in schools
	10 sessions or more each week during school term or 32.5 hours (including lunch breaks where worked).

Please note that this will change as a result of the Single Status arrangements. 


5.4.4.2
Part-time Staff
Part-time staff in schools work less than the full hours each week and/or less than 52.14 weeks per year.  This applies particularly to clerical and administrative staff, technicians, Teaching Assistants and midday supervisors.

5.4.4.2.1
Number of hours per week / weeks per year
Schools will have discretion when filling a vacant post to determine the number of weeks and the number of hours per week for which the employee will be contracted to work.  In addition, schools will need to ensure that staff receive the appropriate pro-rata payments for holidays in accordance with the National Conditions of Service.  (Details on annual leave entitlements are given in Chapter 17)

The contract issued will show the number of hours and weeks to be worked as well as the percentage of full-time pay that the member of staff is entitled to receive.

Staff will receive equal payments each month throughout the year except where extra payment is to be made for any temporary additional hours worked.

The following examples illustrate how the arrangement works:-

The school wishes to appoint a person to work 16 hours a week during the school term but not on the five teacher in‑service training days i.e., 38 weeks, plus 3 weeks in school holidays.  The period of employment for the contract is therefore calculated as follows:

Contracted Period



Weeks per annum
School Terms




38 (not including 5 INSET days)

Annual Holiday

 

 
5.6 *

Public & Statutory Holidays

 
1.6 

Weeks to be worked in
School Holiday 

3     

and/or half terms



 


TOTAL





48.2 weeks 
*
An additional week's leave is payable after not less than 5 years continuous service.
The formula for calculating the pay hours of a part time employee is as follows:

Weeks per year to be paid   =  0.XXX   multiplied by number of hours per week   =  Pay hours

               52.14

Example 
An employee with less than 5 years service, employed to work 15 hours per week and to be paid for term time (including INSET days) but not required to work during the holidays. 
Number of weeks to be paid for = 
School Terms




39 (38 + 5 INSET days)

Annual Holiday

 

 
5.6 

Public & Statutory Holidays

 
1.6 

Weeks to be worked in
School Holiday 

0     

and/or half terms



 


TOTAL





46.2 weeks

46.2        =  0.886   x  15 hours  =  13.29 hours per week for pay purposes

52.14

Schools are free to vary the working periods for new staff to meet their needs but may not vary the leave entitlement which forms part of the national agreements.
Staff who attend any in-service training days should be paid at their normal daily rate. 

5.4.5.
LEAVE - SUPPORT STAFF
Please see Chapter 17 – Leave Provisions, of the HR Handbook. 

5.4.6
SICKNESS ABSENCE - SUPPORT STAFF
This information should be read in conjunction with Chapter 9 of the HR Handbook (http://www.croydonhr.co.uk/docs/handbook_c9.doc) 

5.4.6.1.
Notification
Each school should make clear to staff the reporting arrangements in case of absence.  This should include a requirement for the member of staff to notify the school early on the first day of absence.  This notification should give details of the nature of the illness and an indication of length of absence.

5.4.6.2.
Certification
For every occasion of sickness absence, the member of staff is required to complete the Return to Work form, for occupational and/or statutory sick pay purposes, also to establish claims for industrial injury. This form can be found at http://www.croydonhr.co.uk/docs/return_to_work_form.doc). On the eighth calendar day of absence, the member of staff must submit a doctor's certificate and for continuing absence thereafter, certificates must run consecutively.

Return to Work forms and doctors' certificates should be retained in a secure location by schools and the payroll provider informed of sickness absence without delay.

For absences of long duration there is a responsibility on both the staff member and the school to keep in touch on the nature and probable duration of the continued sickness absence.

In the case of an illness occurring at the end of term or during a school closure, a staff member is advised to inform the school (by letter) when (s)he is fit to return and follow the above procedure. This is to ensure that the appropriate salary adjustment(s) are made without delay.

Failure to follow agreed procedures could lead to an employee's pay being withheld or delayed.

5.4.6.3.
Sickness Payment
Payment for sick leave is made up of two elements:-

*
SSP - Statutory Sick Pay (Incapacity Benefit after 28 weeks entitlement) payable to those employees whose earnings reach the lower earnings limit.
*
Occupational Sick Pay/Allowance

5.4.6.4.
Sickness Allowance - Occupational
Within any span of 12 months an employee may receive a sickness allowance in accordance with the table below:-


During 1st year of service
- 
1 month's full pay and (after completing four months' service) 2 months' half‑pay 


During 2nd year of service
- 
2 months' full pay and 2 months' half pay 


During 3rd year of service
- 
4 months' full pay and 4 months' half pay


During 4th & 5th years of service
-
5 months' full pay and 5 months' half pay 


After 5 years
- 
6 months' full pay and 6 months' half pay

All part‑time staff, regardless of the number of hours worked, receive the allowance pro‑rata to full‑time staff.

5.4.7.
PENSIONS - SUPPORT STAFF
Staff have the option of joining the Local Government Pension Scheme (LPGS).  The national web site for members of the Local Government Pension Scheme (LGPS) can be found at   http://www.lgps.org.uk/   and a guide to the LGPS can be found at

www.lge.gov.uk/pensions/content/documents/lgps_employees_guide.doc 

The LGPS is a valuable part of the pay and reward package for employees working in local government or working for other employers participating in the Scheme. It is heavily subsidised by your employer and is often viewed as one of the most valuable financial rewards of the job.  
Membership is normally automatic for most employees under age 75 except casual employees who must opt to join. All new staff (except those casually employed) will be sent an information pack with their offer of appointment. The pack also includes a Pension Option Form.
Existing staff who wish to opt-out of the LGPS will need to complete a form, which can be obtained from the Pension Team, 6th Floor, Taberner House,  authorising this,.

Staff who are considering opting out of the LGPS are strongly advised to contact their union or take independent advice.
5.4.8.
NOTICE PERIODS - SUPPORT STAFF
Previous continuous service with other public authorities and following a career break for maternity reasons may need to be taken into account when assessing an individual staff member's entitlement to notice.  

	The minimum periods of notice to be given by staff are:-

	Grade
	Period of Notice

	Up to and including SO2
	One month

	PO1 to PO3
	Two months

	PO4 and above
	Three months


	PRIVATE 
The minimum periods of notice to be given by the Authority to staff are:-

	Grade
	Period of Notice

	Up to and including SO2

-
with up to 4 years' continuous service
	One month

	-
5 years or more but less than 12 years 
	1 week for each year of continuous service

	-
12 years or more continuous service
	12 weeks

	PO1 to PO3

-
up to 9 years continuous service
	Two months

	-
9 years or more but less than 12 years continuous service
	1 week for each continuous service

	PO4 and above
	Three months


5.5

SALARY/WAGES SCALES
The rates of basic pay and allowances (including London Weighting/Outer London Allowance of both teaching and support staff are normally reviewed annually.
The current pay scales for teachers and support staff (NJC) are shown in the Payroll section of the Schools HR Website (www.croydonhr.co.uk) .

Most teaching and former APT&C staff salaries are subject to incremental progression as follows:-

(a)
Teaching Staff

On the 1st of September each year, if the teacher has taught for part of at least 26 weeks within the previous 12 months regardless of whether the employment was full or part‑time.  This applies to permanent, temporary and daily supply teachers.


The governing body may at any time allocate extra points to a teacher in accordance with the provisions of the current School Teachers' Pay and Conditions Document.  If additional points are awarded, the teacher would still be entitled to receive a further point on the following 1st of September subject to reaching Point M6 of the pay spine for teachers in respect of points awarded for qualifications and experience.

(b)
Support Staff - Former APT&C Staff

Subject to satisfactory performance, on the 1st April, subject to six months in the post/grade or, where an appointment or re-grading takes place between the 1st October and the 31st March each year, an increment is payable after six months, and thereafter on each 1st April until the maximum of the grade is reached.  

5.6

PAY QUERIES
If an employee disputes any gross pay amounts, (s)he should first approach the headteacher.  If the employee is still not satisfied the matter should be referred, by the headteacher, to the school's payroll provider. For schools using the Council’s payroll this should be done by emailing the HR&OD Business Performance Unit (BPU) at payroll@croydon.gov.uk .

If an employee disputes any amounts shown as deductions, (s)he should raise the matter directly with the school’s payroll provider.

Most pay queries will be resolved at the stages mentioned above.  It must be appreciated, however, that Income Tax, National Insurance and Pension deductions are statutory deductions and disputes cannot necessarily be resolved by your payroll provider.  If your payroll provider is satisfied that the deductions are in accordance with the statutory documents relating individually to the employee, the employee will be informed and must take any further questions directly to the Government Department concerned.

5.7

USE OF PRIVATE CARS ON SCHOOL BUSINESS
Normally, it is expected that staff, when required to do so, will travel by public transport and will be reimbursed for the cost of a second class ticket, upon production of the ticket or a receipt.  

All staff who do use their cars on school business must be adequately covered for business usage by their insurance policy.  This applies whether the employee is in receipt of a car allowance or not.

Headteachers are responsible for checking that the member of staff:‑ 

· holds an insurance policy which permits use of the car for school purposes. Where necessary, confirmation should be obtained from the Insurance Section of the Council's Finance Department that the wording of certificates refers to this use;

· clearly understands that the use of his/her vehicle is not covered by the Council's insurance and that (s)he will have to rely on his/her own insurance cover.

Payment of any car mileage rate should be agreed only where it is more economical for a member of staff to use his/her own car and/or where public transport is not readily available.  Examples of where it would be appropriate to pay an approved mileage rate would include:-

· conveying pupils or members of staff home or to hospital following an accident (where it is unnecessary to call an ambulance) or illness;
· where a number of passengers may be travelling together;
· where the car is being used to convey materials or equipment.
· conveying pupils or staff to playing fields, baths or other schools;

· travel to and from an annexe to maintain teaching schedules and/or to convey equipment and materials;

· conveying official guests to and from a railway station or other location;

· attendance at meetings with LEA officers etc at other education establishments or the central offices complex.

Schools are reminded that all payments for casual user rates to staff should be made via the current Payroll arrangements.  Claim forms should be completed and passed to the school’s payroll provider.

Claims should be made on a monthly basis, as no claims over three months old will be paid.

Further details and current Council approved mileage rates are available from your HR service provider. 
5.8

ANNUAL RAILWAY SEASON TICKET AND BUS PASS SCHEMES
The Council will, in approved cases, grant interest free loans to staff for the purchase of annual rail season tickets or bus/tram/train passes for travel to and from work.  The tickets or passes are purchased by the Council and repayment is by regular deduction from salary on a monthly basis.
This scheme is administered by HR&OD and application forms can be obtained via the Business Performance Unit on 020 8604 7062.

The governing body may choose to offer season ticket loans for shorter periods of time.  However, the administration for such loans would be the responsibility of the school.

5.9

LOSS OF OR DAMAGE TO PERSONAL PROPERTY
Schools have the responsibility within their budgets to enable ex-gratia payments to be made to staff who, through no fault of their own, suffer loss or damage to their personal property in the course of their duties.  The Council's scheme is strongly recommended to schools and the scheme is subject to the following conditions:-

1. It is not intended that the scheme should be regarded as a fully comprehensive insurance policy in the sense that any item of loss or damage to personal property whilst at work should be subject to recompense. 

2. There was no negligence on the part of the member of staff. 

3. Expenditure has been necessarily incurred in obtaining a replacement or repairing the article.

4. Where it appears the Council may have a legal liability (e.g.  through negligence) and the sum involved is more than £50, the matter should be discussed with the Insurance Officer in the Council's Finance Department.

5. Any payments are subject to the Council's financial regulations and a maximum limit of £1000 in an individual case.

The Council accepts no responsibility and payments should not be made for:

-
any loss of money or valuables left unattended or unsecured unless secure facilities have not been provided;

-
loss of valuables from or damage to cars parked in their staff car parks. 

Where a claim is allowed, repair may be reimbursed in full, but for replacement due regard should be made for the age and condition of the original article.  Head Teachers are authorised to approve payments within this scheme provided that they are satisfied the amount can be contained within the school's delegated budget. Where the maximum limit of £1,000 would be exceeded, the case should be referred to the Council's Insurance Officer in the first instance. 

Ex‑gratia payments may be made either out of the school's account using the cheque book facility if available, or a letter should be sent to the school’s payroll provider, requesting a payment in favour of the member of staff.  A receipt for full discharge should be obtained from the member of staff.

5.10
CHANGE OF PERSONAL DETAILS
Staff employed in the school should notify their headteacher, in confidence, of any change in their personal status, including name, home address, etc.  Head Teachers should inform their HR and payroll providers to enable records to be kept up to date. Schools within the HR Service Level Agreement can inform HR&OD by emailing a completed “Personal Change details” form (which can be found in the Forms section of the HR Handbook at http://www.croydonhr.co.uk/docs/personal_details.doc) to the Business Performance Unit at payroll@croydon.gov.uk  

The LEA is required to inform Teachers’ Pensions of any change in a teacher's name. 

Schools are reminded that personal details of staff are held on computerised systems both within schools and the Council.  The confidential information is covered by the Data Protection Act.  Schools should be registered for the use to which they intend to put the data.  If a school requires further advice, they can initially contact the Education IT Computer Help Desk.

5.11

IMPRISONMENT AND CONTRACT OF SERVICE
When an employee is sentenced to imprisonment for an offence unconnected with his/her work, the question of whether the employee's  employment will be affected will need to be considered.

Many of the legal issues connected with this are complex.  For any case coming to the notice of Head Teachers they are strongly recommended to seek the advice of their HR service provider before taking any action. 

5.12

ACCESS BY STAFF TO THEIR PERSONAL FILES
Staff are entitled to have a copy of their personal file, held centrally by HR&OD. However, there is a statutory charge of £10 for supplying a copy of the file.
Any member of staff working in a school who buys in to the HR Service Level Agreement who wishes to have a copy of his/her personal file should follow the procedure set out below:‑

(a)
Submit a written request to the HR Consultancy, along with a cheque for £10, made payable to the London Borough of Croydon. The request, along with the file will then be passed to the Council’s Data Protection Officer who will check the file to ensure that the Council complies with the requirements of the Data Protection Act. 

It is the general intention that management will be as open as possible, but before the file is handed to the employee, the following will be removed temporarily:‑ 



-
Any confidential references.



-
Any other papers which the Director of Education or his representative considers would involve a breach of confidence.

If any papers are removed, a note will be left in the file stating clearly what has been removed temporarily.

If any employee wishes to raise a grievance about papers temporarily removed from a file prior to inspection or about any contents on the file, (s)he should consult with the HR Consultancy or his/her professional association/trade union representative.  Thereafter if (s)he is still not satisfied, the matter should be progressed through the School's Grievance Procedure.

(b)
Once checked, the file will be sent to the member of staff. The regulations state that the time limit for supplying the file is 40 days from the date the request and payment are received.
If a school holds any manual or computerised files on its staff, arrangements should be made for staff to have access to the information held.  It is suggested that schools adopt a similar procedure to that detailed above on access to files held centrally.  Schools should be aware of the requirements of the Data Protection Act.

5.13

ACCIDENT/INJURY AT WORK/ACT OF VIOLENCE
If any member of staff suffers from an accident, injury, act of violence or contracts a disease whilst at work it is essential that details are recorded in the School's Accident Book immediately after the incident occurred or, if this is not possible, as soon as practicable.  Full details of the reporting procedures for incidents of this kind at school are given in the Health and Safety Policy issued to schools.

The member of staff should also complete a Report of Accident, Incident or Dangerous Occurrence Form, or for acts of violence, the Coping with Violence Incidents Report Form, which should be passed to the headteacher for investigation of the incident.  The headteacher should then carry out an investigation into the incident and for accidents or injuries, complete a Management Accident Investigation Report Form.  Both forms must be submitted to the Councils' Occupational Health and Safety Consultancy.  For acts of violence, the headteacher should complete the relevant Violence Form which should be sent to the Council’s Health & Safety Consultancy.

5.13.1
Industrial Injury
Schools where the Council is the employer have the following procedure.

If the member of staff is subsequently absent from work either immediately after an incident or at a later date and considers this to be because of the incident, the employee must indicate this on the Return to Work form and must complete an Industrial Injury Claim Form, which can be obtained from the Health & Safety Consultancy by ringing 020 8688 4433, extensions 62517 or 64924.
If, following due consideration of the case, the absence is accepted by the Council  as due to the incident then the absence will be treated as an Industrial Injury and not sick leave.  The member of staff may then be entitled to receive additional benefits.

Please note - Schools where the Council are not the employer (e.g. Foundation and Voluntary Aided schools) must adopt a policy for industrial injury.  
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