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1.
OVERVIEW

1.1
PURPOSE OF THE HR & OD HANDBOOK FOR SCHOOLS
The HR & OD Administrative Handbook for Schools is intended to provide a source of advice to school secretaries and administrators of schools that buy in to the HR Service Level Agreement . 
The purpose of the Administrative Handbook for Schools is to;

· be your first point of reference for queries and to help you resolve day-to-day issues ‘on the spot’

· provide the means to convey relevant procedural changes quickly and effectively to school administrators

· assist in managing the information received by, and sent to, schools

· provide clarification of the terms used

· clarify the various pay grades

Given the range of staff in schools and their different pay, hours and terms and conditions of service, it can be confusing at times to sort out what is relevant to each employee or group of employees.  Therefore, each section in the Handbook deals with certain aspects of employment with explanatory guidance notes.

In this way, it is hoped that there will be greater clarity of the information (and format in which it is required from schools) to assist us in providing a seamless HR&OD service of the highest quality to you.

We have therefore produced this Handbook to help you understand and work through the procedures you need to follow for the various administrative aspects of HR work. For more detailed information on policies and procedures you should refer to the HR Handbook which can also be found on the Croydon Schools HR website at www.croydonhr.co.uk .

We hope that this Handbook will be a very useful induction and training tool for new office staff unfamiliar with HR&OD administrative procedures.

Please remember – This handbook is only one method of communicating with you and we are still available to provide advice over the telephone, by correspondence, including e-mail, or meet with you to discuss more unusual administrative issues. 

1.2
HOW TO USE THE HANDBOOK 
The Handbook is set out in five sections: 
(1)
Overview – This sets out the purpose of the Handbook and how to use it..
(2) 
Recruitment Information - covers general advice on the administrative issues relating to the recruitment of staff.
(3) 
Appointment Information - covers general advice on the administrative issues relating to the appointment of staff.
(4) 
General Information - covers general advice on non-operational and policy issues and provides comprehensive advice on specific HR procedures, which must be followed to ensure that all instructions are presented in the correct format and contain all relevant information. i.e. Changes to Conditions including the implications of the Data Protection Act 1998, Criminal Records Bureau and Medical Certificates, as well as set deadlines. Equally important, it includes the implications and consequences of these requirements not being followed.
1.3
WHO TO CONTACT
If this handbook does not answer a particular query, school secretaries and administrators should contact the relevant team within HR&OD, dependant upon the nature of the query. Details of the relevant teams can be found on the Croydon schools website at http://www.croydonhr.co.uk/index.php?page_id=7 . 

Where staff at the school have individual queries on their contracts, hours or salary, they should discuss them with the school office or their line manager. If this does not resolve the query then the school secretary, administrator or Headteacher, and not the individual employee, can contact the relevant team within HR&OD for further advice. 

Staff should not normally be directed or encouraged to telephone HR&OD direct as our Service Level Agreement (SLA) is not with individual employees.  Only in exceptional circumstances e.g. maternity leave, personal problem perceived as not able to be resolved by or within the school, should staff be directed to HR&OD.

1.4
COMMENTS OR SUGGESTIONS
If you have any comments on the Handbook, or would like an additional subject included in the future, please let us know.  We want the Handbook to be relevant and work for you, therefore feedback from you is important, welcomed and will help us with future updates.

1.5       UPDATING THE HANDBOOK
This handbook is intended to be an online ‘working document’ and therefore we will update it whenever there is a change in administrative requirements or procedures. 




1. OVERVIEW








Issue No. 1 February 2003

April 2004
© Education Personnel, Croydon Council 

