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Schools HR & OD Conference – 25 January 2012
Schools received their invitations to the annual HR & OD conference at the end of last term.

There is still time to book a place at the conference which takes place on Wednesday 25 January 2012 from 12.45pm – 4.30pm at the Arnhem Gallery in the Fairfield Halls.  Lunch will be available from 12.45pm, with the programme starting at 1.30pm. 
The event is for head teachers, deputy head teachers, school governors, bursars, school administration officers, and those involved in managing staff. 
All schools are welcome and can send up to two delegates each.   If you would like additional places, let us know, and we will add the names to our waiting list. 

At the event, we will be looking at the theme ‘Added Value’ and giving delegates an overview of the main developments in workforce related issues for the year ahead.  
If you have not already booked a place please email the full name, job titles, email address and school details of delegates to the HR Advice Line – HRAdvice@croydon.gov.uk 
We look forward to seeing you on 25 January
Incremental Progression for Support Staff 
Community and Voluntary Controlled Schools
Incremental progression is no longer automatic for support staff in Community and Voluntary Controlled schools.  This follows the signing of the EBCR (Employment Based Cost Review) collective agreement at the beginning of 2011.

To qualify for an increment on 1 April 2012, staff have to receive an overall award of excellent in their annual performance review and have sufficient headroom for an increment to be awarded.  Schools should email a list of staff who have received excellent in their performance review to Schoolspayroll@croydon.gov.uk.  The list will need to have been confirmed by the governing body and should be signed by the Chair of Governors.  As performance reviews take place after 1 April, any incremental progression will be backdated to 1 April 2012.
Community and voluntary controlled schools which do not purchase the Croydon payroll service will need to make appropriate arrangements with their payroll provider.

Foundation and Voluntary Aided Schools

The EBCR does not apply to support staff in Foundation and Voluntary Aided Schools.  Automatic incremental progression will therefore continue to apply to support staff in these schools, and will take place from 1 April 2012 unless the school has notified us otherwise.
Performance, Development and Competency Scheme  (PDCS) Training
Under the EBCR a link was made between performance and incremental progression for all support staff in community and voluntary aided schools.  Schools were able to choose their own performance scheme, but it needed to have objectives, competencies and a system for rating performance.  The scheme used in Croydon Council – the Performance, Development and Competency Scheme (PDCS) has all these aspects within it.

A series of training sessions specifically for school staff was run during the Summer Term 2011 and schools are also able to attend courses that are part of the Council programme.  If you would like to book a place email learning@croydon.gov.uk.  Additionally we will be running a school specific session on 27 February 2012 from 9.30 – 12.30 at Heathfield.  If you would like to attend this session, please contact learning@croydon.gov.uk stating that you wish to attend the course on 27 February.
Equality Act – Public Sector Equality Duty
Part of the new public sector equality duty requires all public bodies, including schools, to review how their employment policies and practices are affecting staff with different protected characteristics.  All schools are required to undertake this analysis and schools with more than 150 staff are required to publish this information on an annual basis.  They have until 6 April 2012 to do so for the first time.  The information should be published using your normal channels of communication e.g. website, governing body minutes.

The information should include:

· The make up of the workforce (detailing grade, job title, whether someone is full or part time, ethnicity, age, disability, religion, gender, sexual orientation)

· The gender pay gap and pay equality issues

· Recruitment and retention rates for staff with different protected characteristics

· Applications for flexible working and their outcomes for different protected characteristics

· Applications of learning and development opportunities and their outcomes for staff with different protected characteristics

· Grievances and disciplinary issues for staff with different protected characteristics

· Details of policies and programmes that have been put in place to address equality concerns within the workforce and information from any staff surveys that you use

In the first instance, you will need to gather information about the diversity of your workforce, and having done this consult with them and assess what action you need to take.  You will need to consider what your objectives should be in order to meet your equalities duties eg improve your information about the make up of the workforce, consider how the diversity of your workforce could better reflect the diversity of your pupils.  Your equalities objectives about the workforce should be published along with your wider objectives under the new Equality Duty and your progress towards achieving them should be reviewed annually.
Payroll training
All schools which purchase the Croydon payroll have been offered training on the CHRIS self service system.  We have arranged additional dates for training for schools requiring refresher training or who have additional members of staff who need training.  The dates are

· 23 February 2012 at 10.00 in Taberner House
· 19 March 2012 at 1.00 in Taberner House
To book a place, please contact Schoolspayroll@croydon.gov.uk
HR Policies

After consultation with the Teachers Professional Associations and Trade Unions, we have revised our Capability Procedure for School Support Staff which will be added to our schools policy handbook on the website, www.croydonhr.co.uk by the beginning of February.   It will need to be adopted by the governing body, and we recommend that it is included on the governing body agenda for this term.  Once the policy has been adopted by governors it should be given to staff and they should be asked to sign a form to say that they have received the new policy. 
A new Discipline Policy was agreed last term, and if schools have not already adopted it at their governing body meeting, they should do so this term.  The policy can be found on the Croydon schools HR website – www.croydonhr.co.uk
HR Policy Audit (SLA Schools only)
As part of the termly visit by the assigned HR Consultant all schools that use the Council’s Service Level Agreement were asked to complete and return an “HR policy audit sheet” which confirmed the policies that your school has adopted and, where the school had adopted a policy that was not produced by Croydon or the Catholic Education Service (CES), to supply copies of those policies so that they can be placed on the centrally held file for the school. 

The audit is being carried out so that we can ensure that we offer advice that is appropriate to your school’s policy. Unfortunately only a small number of schools have returned their audit sheet and therefore please can we ask all SLA schools that have not done so yet to complete and return the sheet to their HR Consultant as soon as possible.   

Codes of Conduct 

Codes of Conduct have an important role to play in creating clarity about the standards that all staff are expected to adhere to and follow.  They are particularly important when staff are new in helping them understand the codes of behaviour in the organization.  When there are lapses in conduct, the Code of Conduct is important as a reference point, and can be useful evidence in disciplinary investigations.  Staff in Community and Voluntary Controlled schools are subject to the Council’s code of conduct.  Foundation and Voluntary Aided schools may adopt the Council’s Code of Conduct or have a Code of Conduct of their own.  The Council’s Code of Conduct can be found on the schools HR website – www.croydonhr.co.uk in the HR Handbook section.
It is good practice to have a copy of the Code of Conduct in the staff room and to make sure that staff are aware of it.
Catering contracts
Schools have made a number of different decisions about their catering service from April 2012. TUPE will apply to all staff who transfer from Eden Foodservice to another provider including those staff who transfer into the school.  
Schools that have gone through a procurement exercise and awarded the catering contract to a new provider should not be involved in the TUPE process.

However, where a school has opted to bring the catering service back in-house (whether or not with the support of a catering consultancy eg Eat dot) they must consider the TUPE implications and seek advice from their HR provider at the earliest opportunity to ensure that the TUPE process is followed correctly.
CRB Disclosures for Volunteers and Governors
Schools are reminded that all volunteers (that require an Enhanced Criminal Bureau Check) and governors must be asked to disclose all spent and unspent criminal convictions, and police cautions, warnings or reprimands, prior to completing a CRB application form.  
The CRB disclosure form for volunteers and governors can be found on the Schools HR Website at www.croydonhr.co.uk under the “Safeguarding” tab.

All positive CRB’s (undertaken by Croydon HR) will be viewed by the Executive Director for Children, Families and Learners (as the officer responsible for safeguarding children in maintained schools) and the Director of Workforce and Community Relations, who will decide if the CRB certificate is acceptable, and therefore if the postholder can undertake/continue to work.
Trust and honesty is a vital part of the decision making process and it is important that individuals (at an early stage) provide the school with full details of any criminal offence.  Under Safer Recruitment guidelines this includes details on:

· Nature, seriousness and relevance of offence
· How long ago it occurred
· If it was a one-off or part of a history

· Circumstances of it being committed

· Changes in applicant’s personal circumstances 

· Country of conviction
· Decriminalisation
· Remorse

A written record of this information must be kept by the school in a safe secure place with restricted access by the headteacher, line manager and chair of governors.  It is also advisable that the individual signs a declaration to say that the information is accurate and correct.
For further advice and guidance please contact your HR provider.

Safer Recruitment Training

The training course that was scheduled for 15 February 2012 has been reschedule for 
Wednesday 22 February 2012, to avoid the half term holiday.
Please remember that all recruitment panels must have at least one person on the panel that has completed the accredited training and training needs to be renewed every 5 years (not every 3 years).

For further details and bookings please email: deborah.calliste@croydon.gov.uk or telephone 020 8064 7188
Self review tool for safeguarding children in schools
In order to assist Governing Bodies and Head Teachers in reviewing their arrangements around safeguarding and promoting the welfare of children we have produced a “Self-Review Tool”.  Use of the Self-Review Tool is voluntary but it is designed to help schools ensure that they are fulfilling the duties placed upon them under the Education Act 2002. 

The Self-Review Tool can be found in the “Safeguarding” section of the Schools HR Website at www.croydonhr.co.uk 

Bank holiday change in 2012

There is an additional bank holiday on 5 June 2012 to celebrate the Queen’s Diamond Jubilee.  As a result in the academic year 2011/12 teachers must be available to work for 194 days instead of the normal 195 days.   Because the number of days that schools will be open to pupils has been reduced to 189 days this academic year, all staff in schools will receive an extra day’s leave.  Those support staff who are on full year contracts will receive the extra day on 5 June.
The additional bank holiday has already been accounted for in the agreed term dates for Croydon schools.  Schools may however receive questions from support staff on term time only contracts about their pay calculation, and schools can reassure them that there will be no change to the calculation.
Pensions changes
The pensions regulator has announced changes to the way in which pensions schemes will operate.  The main change is that employers will be required to automatically enroll employees into a pension scheme, including those employees who have previously opted out of the pension scheme, with effect from Spring 2013.

We are awaiting further details of the precise timescale and how this will work in practice for the Local Government Pensions Scheme and the Teachers Pensions Scheme, and these will be communicated to schools as soon as they are available.  School should ensure that all staff are kept up to date about the changes as they are announced.

For further information, contact the pensions team – pensions@croydon.gov.uk.
National Professional Qualification in Headship (NPQH)
From January 2012, it is no longer mandatory for Heads to have the NPQH.    The qualification will continue to be available and schools can decide whether they wish to include it as requirement when they are recruiting a new Head.
NQT Assessment Forms

Schools are reminded that all NQT assessment forms should be returned to Christine Lonsdale - Teacher Recruitment & Retention Manager, 7th Floor, Leon House, 233 High Street, Croydon, CR0 9XT – Christine.lonsdale@croydon.gov.uk
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An overview of key HR issues for schools to consider and review over the Spring Term 2012
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