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4.1
CHANGES TO CONDITIONS OF SERVICE
In order to comply with the provisions of the Data Protection Act 1998, schools should use the, “Changes to Terms and Conditions” form which when a current employee has a change to their terms and conditions i.e. 

· change in hours 

· change in salary 
· extension to their fixed-term contract
· allowances awarded to teachers (TLR, Special Needs)

· Recruitment & Retention Incentives & benefits
· award of an additional payment, as allowed by the School Teachers Pay & Conditions Document (STPCD) 
The key implications of the Act are listed below and further extracts from it are included in each employee’s contract of employment.

· Any information regarding an employee must be kept securely and confidentially.
· This includes letters and instructions sent from schools regarding their employment.
· Information and disclosure concerning an employee should therefore not be kept on the file of another employee, who may have access to that information.  It must only be accessible to the employee concerned and other authorised persons except where reference is needed to make sense of the information. 
· All employees are entitled to view their personnel file, held by HR&OD at Taberner House, and must contact the Council’s Data Protection Officer if they wish to do so.  

School Action

	1. 
	All changes to conditions must be emailed to the HR&OD Business Performance Unit at payroll@croydon.gov.uk on the Changes to T&C form, which can be found in the Forms section  of the Schools HR website.


	2. 
	Changes regarding several different employees must not be sent on one form.  These will not be accepted and will be returned to the school.

Use an individual form for each employee so that it can be filed straight on their personnel file.


	3. 
	If an employee is taking on an additional post at your school you will need to email a completed Notification of Appointment Form for each new post to. The form is found later in the Forms section of the Schools HR website. 



4.2
TIMESHEETS AND CLAIM FORMS GUIDANCE

	Form 
	When to use it

	Teachers Extra Sessions – Monthly
http://www.croydonhr.co.uk/File/teachers_extra_sessions_-_monthly_(pay_09).xls 
	These claim forms are for individual teachers who are part time monthly paid who are claiming additional hours / sessions.

	Teachers Extra Sessions – Supply
http://www.croydonhr.co.uk/File/teachers_extra_sessions_-_supply_(pay_10).xls
	These claim forms are for individual supply teachers who are monthly paid.



	Full Time Officers Overtime Form
http://www.croydonhr.co.uk/File/full_time_officers_overtime_020_(pay_05).xls
	These claim forms are for individual monthly paid staff (officers) who are full time, to enable them to claim overtime.



	Part Time Officers Additional Hours Form
http://www.croydonhr.co.uk/File/part_time_officers_additional_hours_(pay_07).xls
	These claim forms are for individual monthly paid support staff who are part time, to enable them to claim additional hours.

	Cover Supervision
http://www.croydonhr.co.uk/File/cover_supervision_(pay_03).xls
	These claim forms are for a number support staff who undertake cover supervision in addition to their normal duties/hours.

	Caretakers Overtime
http://www.croydonhr.co.uk/File/caretakers_ot_(pay_02).xls
	These claim forms are for full time caretakers to claim Overtime or payment for Lets.

	Additional Hours for Non-Teaching Staff in Schools
http://www.croydonhr.co.uk/File/additional_hours_for_non-teaching_staff_in_schools_(pay_04).xls
	These claim forms are for a number of support staff in schools who are part time, to enable them to claim additional hours. 

	Senior Officers Overtime Claim Form
http://www.croydonhr.co.uk/File/senior_officers_overtime_(pay_08).xls
	These claim forms are for monthly paid senior officers (on Grade 7 or above), who are full time to enable them to claim overtime.


4.3
MATERNITY / PATERNITY / ADOPTION LEAVE AND PAY

4.3.1 

Maternity

Detailed information regarding Maternity can be found in Chapters 16a and 16b of the HR Handbook on the Schools HR Website at www.croydonhr.co.uk 
There are two forms in respect of maternity.

(i) Maternity Leave and Pay Claim Form (EP/MLP/T) -This is  the claim form for teachers in Schools;

(ii) APT&C and Manual Staff (EP/MLP2) form – This is a claim form for former APT&C and Manual Staff employed in all  schools.

The Schools HR Handbook explains the benefits and options available for employees who are pregnant and it should be read carefully so that the benefits and options available are understood.  It is important that the employee follows the correct notification procedures or they could lose their entitlement.

The two forms are contained in this handbook (and can also be found in Chapter 16 of the HR handbook), so that they can be printed off and given to the pregnant employee.  However, the member of staff is advised to contact the school’s HR provider to discuss any queries they may have.  Additionally, the employee should keep their manager or supervisor informed. 

4.3.2 
Paternity 

Full details of the paternity leave and pay provisions can be found in Chapter 16c of the HR Handbook at www.croydonhr.co.uk .   
4.3.3
  Adoption Leave & Pay

Full details of the paternity leave and pay provisions can be found in Chapter 16c of the HR Handbook at www.croydonhr.co.uk .   
4.4
REPORTING ACCIDENTS, INCIDENTS AND INJURIES
An accident form must be completed for all accidents and incidents at work, whether an injury occurred or not.

Accidents & incidents
Following an accident or incident, the appropriate accident /incident report form should be completed i.e. employee or non-employee. If the accident arises from a violent incident, the Violence to Staff Report Form (which can be found on the schools HR website at www.croydonhr.co.uk ) should be used. Guidance on completing the forms and distribution of copies is given on the cover of the packs of report forms. 

Industrial Injuries

The Council has a scheme to provide modest benefits to staff other than teachers who suffer an industrial injury. 

If the employee cannot work because they have been injured or contracted a disease whilst at work, they may apply to have the injury or disease classified as an industrial injury using form I.I.1. (contained within this handbook and also available from the Health & Safety Consultancy.)

· The incident must have happened whilst doing their job;

· The incident was specifically caused by doing their duties and the employee suffered an injury or caught a disease as a direct result of that incident; 

· The employee cannot work as a direct result of the injury suffered or disease contracted in that incident.
School Action

	1.
	If the employee is unable to work as a direct result of that accident they should complete the industrial injury claim form I.I.1. 


	2.
	The completed form should be returned to;

Head of Health and Safety 

Health & Safety Consultancy
Croydon Council

8th Floor North, Taberner House

Park Lane

Croydon

CR9 1TP

	3.
	A copy of the form should be retained by the school.


Please note - A management investigation form must also be completed for each accident, incident or violent report
4.5
MEDICAL CERTIFICATES & RETURN TO WORK FORMS
Return To Work form
The RTW1(S) form (which can be found in the forms section of the schools HR website) needs to be completed by the employee on return to school after any period of sickness absence. The form should be completed for each and every period of absence, irrespective of its duration. 

Medical Certificates
If the employee is sick for more than 7 calendar days (this includes Saturdays, Sundays and public holidays) they must complete the RTW1(S) form and provide the school with a medical certificate. If the employee continues to be sick they must send medical certificates to the school as they become due. 

If the sickness covers a period of more than 14 days, or if more than one medical certificate is issued, the employee must obtain and give to the school a final medical certificate stating that they are fit to return to work when they wish to return. 

If the employee has more than one post with Croydon Council they must attach a note giving details of each of their paid employment posts.

Failure to complete form RTW1(S) and/ or provide a medical certificate when necessary, may result in a loss of entitlement or delay in payment of Occupational and/or Statutory Sick Pay.  Schools must inform their Payroll provider when staff are off sick.

Croydon Council’s contracted payroll provider (Liberata Payroll) no longer requires medical certificates but the school must ensure these are sent, in a confidential sealed envelope, to the Business Performance Unit, 8th Floor (North)Taberner House, for checking and audit purposes, 
School Action

	1. 
	The school should provide an employee with an RTW1(S) form for each incident of sickness absence including one day or less.

	2. 
	Timesheets (as appropriate) should be completed as usual stating each post affected by an employee’s sickness absence.

	3. 
	The manager should conduct a return to work meeting with the member of staff as soon as possible after their return, using the RTW1(S) form.  

	4. 
	The RTW1(S) form must be kept by the school in a secure place (for example - on the employee’s personal file). The forms should not be sent to Liberata Payroll or the BPU.

	5. 
	School must record all absence(s) on the absence return sheets provided by Liberata Payroll. 

	6. 
	Completed absence returns should be sent to Liberata Payroll at: 

Pay Team 11, 4th Floor, No. 1 Croydon, 12-16 Addiscombe Road, Croydon, CR0 OXT


4.6
LEAVERS / RESIGNATIONS 

School Action

	1.
	Obtain resignation letter from leaver and confirm the last day of service (include annual leave/ maternity leave to be taken if applicable).

	2.
	Take a copy of the resignation letter for the school’s file.

	3.

	Complete the “Notification of Leaver” form (which can be found in Forms electronically and email it to the BPU at payroll@croydon.gov.uk . 

	4.
	Send the resignation letter to the BPU either electronically or via post. Indicate which on the “Notification of Leaver” form.

	5.
	If the post that has been vacated is to be filled then please refer to the guidance relating to Recruitment.


4.6.1
GUIDANCE NOTES FOR RESIGNATION / LEAVER FORM

This form should be completed whenever a member of staff is leaving/resigning from their post or their job is ending (e.g. Non-renewal of a fixed term contract). The form should be sent to the BPU as soon as possible to avoid overpayment of salary.

Sections 1, 2, 3 and 4 must be completed by the school.
Section 1 – Post Details

Name of School: Self explanatory

Post Title: The post title will help to identify the payroll affected.
Cost Centre: The cost centre for the school.
Section 2 – Employee Information
First Name(s) & Surname: The name(s) of the person should be written in full. Please note that this should be their name(s) as recorded on their payslips etc, rather than a name they are known by (e.g. Elizabeth Jones – not Lizzie Jones)
Employee Number(s): The Employee Number is unique to individuals and as such it is vital to have this on the form.
Reasons for leaving: This allows us to monitor why employees are leaving their post and to identify transfers to other Croydon maintained schools rather than resignations.

Last day of Service:

The last day of service allows us to stop salary payment at the correct time and avoids any overpayment of salary. All teachers resigning their appointment who give notice in accordance with their contract will be paid salary up to the effective date.  

The three set dates for teacher resignations are;  

· 28 February (31 January for Headteachers) to be effective on the following 30 April.
· 31 May (30 April for Headteachers) to be effective on the following 31 August.
· 31 October (30 September for Headteachers) to be effective on the following 
31 December. 

Number of days leave to be paid: This is the number of days of untaken leave that the school have agreed to be paid to the leaver. If there is none then please insert “Nil”.
Section 3 - Employment Information

 Self explanatory

Section 4 - Checklist

Self explanatory

Section 5 – HR & OD Office use

Please leave this section blank
4.7
INDUCTION 
4.7.1
TEACHER INDUCTION 
The purpose of induction is to enable the new member of staff to become familiar with the school's way of working and provide essential information to carry out the job effectively within a secure environment

· A pre-start visit for the new member of staff should be arranged.  This will give the opportunity to ascertain the specific induction needs of the individual and also provide them with information which may be useful to have prior to taking up the post.

· Prepare a thorough induction programme to help the employee to settle in at work as quickly as possible.  Lines of communication should be clear so that the employee knows who has line management responsibility for them and who is able to offer support and advice.

· Action any points that need preparation before the post-holder starts.  There is no precise order for giving induction information, as it will often depend on the type of post and the requirements of the person.

· It is important to provide new members of staff with all the appropriate Local Authority and school documentation, for example, school brochure and staff handbook, including details of the names and responsibilities of all the staff of the school.

· A checklist of the information to be given to new employees appears on the next page.  The list is not exhaustive and there may be other details which are specifically relevant to your school.

4.7.1.1
Teacher Induction Checklist

NAME:  ........................................................................................................


	CHECK LIST
	
FOLLOW-UP POINTS

	Staff introductions and responsibilities
	

	Layout of school and work area, including location of staff facilities
	

	Probation procedure (where appropriate)
	

	Health and Safety, including emergency procedures
	

	Rules on smoking
	

	Clarification of code of conduct/standards of behaviour expected
	

	Clarification of work responsibilities
	

	LA and School policies and procedures
	

	Trade Union or  Professional Association representation rights
	

	Additional induction points
	


EMPLOYEE NUMBER: ..................................................................................
POST NUMBER:  ...........................................................................................                              
4.7.2 SUPPORT  STAFF  INDUCTION
The purpose of induction is to enable the new member of staff to become familiar with the school's way of working and provide essential information to carry out the job effectively within a secure environment

· A pre-start visit for the new member of staff should be arranged.  This will give the opportunity to ascertain the specific induction needs of the individual and also provide them with information which may be useful to have prior to taking up the post.

· Prepare a thorough induction programme to help the employee to settle in at work as quickly as possible.  Lines of communication should be clear so that the employee knows who has line management responsibility for them and who is able to offer support and advice.

· Action any points that need preparation before the post-holder starts.  There is no precise order for giving induction information, as it will often depend on the type of post and the requirements of the person.

· It is important to provide new members of staff with all the appropriate Local Authority and school documentation, for example, school brochure and staff handbook, including details of the names and responsibilities of all the staff of the school.

· A checklist of the information to be given to new employees appears on the next page. The list is not exhaustive and there may be other details which are specifically relevant to your school.

	BEFORE THEY ARRIVE
	
	DURING THE FIRST WEEK
	
	DURING THE FIRST MONTH
	
	BETWEEN TWO AND FIVE MONTHS

	Ensure office equipment is available for new employees e.g. phone, stationery
	
	Familiarise with Conditions of Service
	
	Brief on leave arrangements
	
	At end of six weeks’ service, raise initial report on suitability

	Ensure time has been put aside to discuss induction plans with employee
	
	Discuss & counsel on any adverse matters
	
	Discuss and counsel on work performance and conduct
	
	Discuss and counsel new entrant as necessary

	Ensure there is an up-to-date job description and an initial set of objectives, where appropriate
	
	Check/issue special clothing/uniform/ tools/equipment
	
	Continue to discuss and counsel on any adverse matters
	
	Add any further comments to record of discussions/counselling

	ON THE FIRST DAY
	
	Explain staff/line managemen. structure
	
	Begin a written record of discussion/counselling.
	
	At end of 3 months’ service repeat process

	Location of canteen/rest areas/toilets
	
	Explain Grievance/Disciplinary procedure
	
	Enter any additional induction points:
	
	Enter any additional induction points:

	Tour work area/depots and staff introductions
	
	Explain probation/initial service procedure
	
	Formal discussion/counselling
	
	

	Check medical clearance if appropriate
	
	Point out notice boards and information sources
	
	
	
	

	Brief on Health & Safety, first aid, accident reporting
	
	Brief on location of copiers and other relevant office machinery
	
	
	
	

	Brief on fire/emergency/drills

Brief on special rules e.g. smoking
	
	Brief on superannuation scheme

Brief on sports/leisure & social activities.
	
	
	
	

	Brief on working hours/breaks, etc.
	
	Brief on Trade Unions matters
	
	
	
	Assess overall performance against suitability for employment in post.  Complete report on reverse of this checklist.

	Brief on public contact/tel. procedure
	
	Define postholder’s work targets/ standards.
	
	
	
	

	Check pay arrangements & time sheets
	
	Identify further needs below and carry forward any from first day
	
	Identify further needs below and carry forward any from first week
	
	Assessment of training needs prior to probation/initial service report.

	Define Post Holder’s duties
	
	
	
	
	
	


4.7.2.1. Support Staff Induction Checklist
4.8
Support Staff Induction Checklist
Formal reports during the probationary period for Support Staff are as follows:

	Support Staff

Probation First Report

http://www.croydonhr.co.uk/File/support_staff_probation_first_report.doc

	At two months, to give an initial assessment which will either indicate that the employee is making satisfactory progress or will identify areas of difficulty that need to be addressed with more intensive support. If the report identifies that the employee is experiencing difficulties, they will be given written confirmation of:

· what they need to do to demonstrate their suitability for confirmation of appointment.

· the measures that will be taken to support them in achieving the required standard of performance.
· formal notification that if they fail to achieve the required standard by the date of their Final Report their employment will be terminated. 

At four months, an interim review will be necessary if there has not been a satisfactory improvement following difficulties being raised at two months with the employee and an extension of the Probationary Period is considered appropriate.  The report will specify:  the areas where there are difficulties; the improvements required; any measures being taken to support an improvement; the length of the extension to the probationary period; and that employment will be terminated if the required standard is not reached by the end of the extended probationary period.

	Support Staff

Probation First Report

http://www.croydonhr.co.uk/File/support_staff_probation_final_report.doc
	Within 6 months (or longer if there has been an extension of the probationary period), when the final assessment will be made on whether the employee will be confirmed in their post.


4.9
NEWLY QUALIFIED TEACHERS (NQT) ASSESSMENT 
Copies of the termly assessment forms can be found in the Forms section of the Schools HR Website (www.croydonhr.co.uk)
There are three forms which are;


(i) End of first assessment period/ second assessment period


(ii) End of third assessment period


(iii) Failure to complete the induction period satisfactorily

	1.
	The appropriate forms should be completed and returned to the NQT Administrator at Gabrielle.williams@croydon.gov.uk  within the timescales indicated on the forms.


School Action
4. GENERAL INFORMATION













































































