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1.
PROVISION AND PURPOSE OF THE HR & OD HANDBOOK FOR SCHOOLS
The purpose of the HR & OD Handbook for Schools is to provide a source of advice to schools to assist Governing Bodies and senior managers in carrying out their delegated responsibilities under education and employment law.  The guidance and model procedures have been compiled in consultation with the recognised professional associations and trade unions.

For the convenience of governing bodies, the Handbook has been divided into two parts:-

-
Part 1  gives the legislative requirements and guidance on good personnel practice in respect of recruitment, selection, pay, terms and conditions, induction and staff development and staffing policies and structures.

-
Part 2  contains those model procedures and codes of practice which have been produced to assist them in discharging their personnel responsibilities.  Governing bodies are recommended to adopt these procedures for application within their schools, or to seek advice from the HR & OD Service if they wish to modify them.

The term "support staff" has been used throughout the Handbook to refer to all staff other than teachers.  The term "teacher" includes head teachers and deputy head teachers unless there are specific references to them.
Responsibility for the appointment, terms and conditions and discipline of centrally appointed staff, such as ESL teachers, Music tutors and School Catering staff, rests with the LEA.  Such staff are subject to separate Council procedures and not those contained in this Handbook.  The appropriate service head should be contacted if a school has a problem with a centrally appointed staff member.  The governing body may, exceptionally, require the LEA to remove a centrally appointed staff member from the school.

All schools receive copies of the HR & OD Handbook, as part of the LEA's statutory responsibility, provided by the HR & OD Service.  Updates will be provided through the issue of HR & OD Service Information Bulletins and replacement pages to this Handbook.  The guidance and model procedures make frequent reference to the assistance available from the HR & OD Service, which operates a Service Level Agreement with schools.

2.
RESPONSIBILITIES OF GOVERNING BODIES WITH DELEGATED BUDGETS
The governing bodies of schools with delegated budgets have direct responsibility for handling most personnel issues.  However, in County and Voluntary Controlled Schools, the LEA is still the employer of the staff.

Specific responsibilities of governing bodies include:-

-
the promotion and maintenance of equal opportunities and good employer/employee relations within the school;

-
determining the numbers of staff to be employed at the school;

-
selection of staff to work at the school;

-
the grades and salaries to be applied to posts, within the appropriate national scales used by the LEA;

-
the management of changes in staffing requirements, including determining that staff cease to work at the school, the formal consultation procedure with staff and the recognised professional associations and trade unions where reductions are contemplated;

-
the formulation, communication and operation of disciplinary and grievance procedures;

Many of the responsibilities of governing bodies can be delegated to a committee of the governing body or an individual.

In exercising their responsibilities, governing bodies will need to ensure that they comply with employment law, teachers' pay legislation, national, provincial, and where they form part of the LEA contract, local agreements and decisions.  Current legislation also places a duty upon the Director of Education to give advice on specified personnel issues.

It is necessary, therefore, for schools to consult with the Director of Education in respect of those specified statutory responsibilities.  These are explained further in the various sections of this handbook.

3.
VOLUNTARY AIDED SCHOOLS
Voluntary Aided schools are included in the LEA's scheme for the Local Management of Schools.  Unlike County and Voluntary Controlled Schools, the governing body is the employer and has complete responsibility for all employment matters.  However, governing bodies of Voluntary Aided schools are subject to all employment legislation, including the statutory provision relating to teachers' pay and conditions in exactly the same way as other maintained schools.

Current legislation allows a Governing Body to accord advisory rights to the Director of Education on specified personnel issues.

The governing bodies of Voluntary Aided schools may therefore wish to adopt this Handbook and its model procedures insofar as they are relevant to their schools.

4.
THE LOCAL EDUCATION AUTHORITY
Reference has also been made in the procedures variously to the LEA, the Local Authority and/or the Council.  Schools are reminded that the Local Education Authority is the Council of the London Borough of Croydon.  The Education Committee discharges the functions of the LEA, on behalf of the Council.

5.
RESPONSIBILITIES OF HEAD TEACHERS
Current legislation provides that a head teacher has the right to:

-
be present at all meetings of the governing body (or its committees) and give advice relating to the appointment of all teaching staff, including the deputy head teacher;

-
be consulted about the appointment of support staff (if not directly involved in the appointment);

-
suspend any member of staff where his/her exclusion from the school is required;

-
be present at all meetings of the governing body (or its committees) and give advice where it may be determined that any member of staff should cease to work at the school or relating to the dismissal of the clerk to the governing body.

The governing body may also delegate responsibility to the head teacher for the appointment of:

-
all teachers other than the head or deputy head teacher (either acting alone or with one or more governors);

-
support staff

6.
EQUALITIES
Governing bodies have to ensure that they comply with sex, race and disability discrimination legislation in carrying out their personnel responsibilities.  If they do not, they may be a respondent in any complaints of discrimination on grounds of sex, race or disability to an Industrial Tribunal or other body.

The advice throughout this Handbook has taken account of equal opportunities legislation and the requirements of the Council's Equalities policies.  Schools are urged to develop their own school equalities policies and ensure their implementation in the school staffing policy.  

The Council's Equal Opportunities Policy Statement is attached as an appendix in order to assist governing bodies in fulfilling their obligations.  Schools' Equal Opportunities Policies should be at least equal to the Council's own policy.
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EQUAL OPPORTUNITIES POLICY STATEMENT


1.
STATEMENT OF INTENT
1.1
Croydon Council are committed to the central role of Equal Opportunities in their employment practices, in the formulation and implementation of policies and in service delivery.

1.2
The Council recognise that many different people live and work in the Borough and aim to achieve equality of opportunity in all of their activities, including the delivery of services to the community, as a direct employer of staff and through the various activities they fund.

1.3
The Council will implement policies which promote equality of opportunity and prevent discrimination.  The Council would like this policy to be available within the community, to service users, to suppliers of goods and services and to all staff they employ.

1.4
The Council seek to comply fully with the requirements of the Race Relations Act 1976, the Sex Discrimination Act 1975 (as amended) and the Disabled Persons Act 1944 and 1958 and the various Codes of Practice dealing with the elimination of discrimination and the promotion of equal opportunities.

1.5
The Council recognise that there are many religious groups in the Borough and will seek to encourage religious tolerance as part of their Equal Opportunities Policy.

2.
OBJECTIVES
2.1
Employment

As a major employer the Council recognise that staff are their major asset and will strive to ensure that no job applicant or employee is treated unfairly in all employment matters regardless of their race, colour, nationality, ethnic or national origins, sex or marital status or disability.  In addition, any condition or requirement will be removed which cannot be justified and which places a potential applicant or employee at a disadvantage or has adverse effects on members of a particular group.  This policy applies to all employment matters including recruitment, promotion, transfer, training, grievance and disciplinary procedures, the application of employee benefits and in all terms and conditions of employment.

2.2
Race Equality

Section 71 of the Race Relations Act 1976 places a duty on every local authority to make appropriate arrangements with a view to ensuring that their various functions are carried out with due regard to the need to eliminate racial discrimination and to promote equality of opportunity and good relations between persons of different racial groups.


The policy aims to ensure equality of opportunity in all employment matters including giving encouragement, including the use of positive action measures, to Black and Asian people to apply for positions with the Council.  The Council wish to achieve the goal of employing a workforce which more accurately reflects the composition of the local community and where people from ethnic minorities are employed at all levels in the organisation.

2.3
Sex Discrimination

Women are generally under-represented at senior levels of management and in certain types of work.  The aim of this policy is to ensure equality of opportunity in employment matters and the removal of barriers which prevent women from realising their career potential.  In addition, the Council wishes to introduce employment practices which encourage the return of women to work and which reflect their skills and abilities.

2.4
Disability

The Council have a Code of Practice to promote a positive attitude towards people with disabilities and to assist those responsible for employment decisions and staff supervision to introduce measures which enable people with disabilities to lead a normal working life.


The Council will adopt measures to increase the numbers of disabled people within the workforce and will arrange to adapt premises and provide equipment to aid the employment of disabled people.  The Council take a positive view towards the employment of disabled people and wish to work towards the removal of barriers that may prevent disabled people from achieving their potential.

2.5
Services

The Council will seek to provide services for the needs of all the community, regardless of their race, colour, nationality, ethnic or national origins, sex or marital status, or disability.  The Council recognise that a workforce that broadly reflects the composition of the local community will be in a better position to provide services which meet everyone's needs.

3.
RESPONSIBILITY FOR THE POLICY
3.1
Chief Executive

The Chief Executive has overall responsibility for the effective operation and review of the policy for the Council as a whole.

3.2
Services

Chief Officers are responsible for ensuring that the requirements of this policy are carried out in full within their departments and will conduct reviews of services and employment practices in relation to equal opportunities and report annually on the progress made to the Resources, Finance and Policy Committee.

3.3
Employment

The Assistant Director, HR & OD, will co-ordinate the various employment aspects of the policy and will report annually on the operation of the policy to the Personnel Management Sub-Committee.

3.4
Members of the Council

Members of the Council support this policy and will work towards the promotion of equal opportunities and the elimination of discrimination in all the Council's activities.

3.5
Employees

All staff have a responsibility to co-operate with and adopt the requirements of this policy and any act of intentional unlawful discrimination, or sexual or racial harassment will be regarded as a disciplinary offence.  Staff also participate in training sessions designed to further their understanding of equal opportunity matters.

3.6
Staff Representatives

Staff representatives have been consulted about the policy and they actively support all efforts to promote equal opportunities and the elimination of discrimination in all of the Council's activities.

4.
COMMUNICATION
4.1
This policy will be communicated to all staff and will be referred to in relevant documents such as advertisements, recruitment literature, job descriptions, person specifications and contracts of employment.  In addition, the Council will ensure that applicants for all posts are made aware of its contents.

5.
CONSULTATION WITH THE ETHNIC MINORITY COMMUNITY
5.1
The Council have established a Forum between leading Members of the Council and representatives from the Black and Asian communities which, drawing on the experience of the community in using the services, examines the effectiveness of Council provision in meeting the needs of ethnic minority communities in Croydon.


The Council also work closely with the Croydon Council for Community Relations to develop the effective implementation of this policy.

6.
IMPLEMENTATION
6.1
A variety of measures exist to implement fully this policy and these will be kept under review.  In carrying out this policy the Council will produce programmes for implementation covering a wide range of issues.  In particular, priority will be given to the equal opportunity aspects of employment including appropriate training for staff including measures to assist people with family responsibilities, recruitment and selection procedures, advertising, disciplinary rules covering discrimination and sexual and racial harassment, monitoring of the existing workforce and job applicants, a complaints procedure for people who believe they have been discriminated against, and a code of practice on sexual and racial harassment.


The effectiveness of the employment procedures and practices will be kept under review.  Further measures to eliminate discrimination and provide equality of opportunity will be introduced as required.

6.2
The Council accept the view that successful implementation of equal opportunities measures depends on effective systems of monitoring which produce information which audit the effects of present and past actions and which provides a basis for deciding on further action.  Monitoring systems will therefore be further developed in relation to employment and in respect of the provision of a wide range of services.

7.
FURTHER INFORMATION
7.1
Enquiries about the policy or requests for further information may be obtained by contacting the Chief Executive.
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