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1.
General Conditions Of Service For All Schools Staff

(Full or Part-Time) (Permanent or Temporary)

The following statement sets out the particulars of the terms and conditions on which you are employed.  (It is issued in accordance with the Employment Rights Act 1996.) 

A.
School staff in Community Schools (including Voluntary Controlled Schools) are recommended for appointment by the Governors (authority may be delegated to Headteachers), but the Local Authority is the employer.

B.
School staff in Voluntary Aided Schools and Foundation Schools are appointed by, and employed by, the Governors but are paid by the Local Education Authority, which acts as agent for the Governors in carrying out the procedures detailed in these notes.

C.
All support staff are employed in accordance with the terms of the Schemes of Conditions of Service as determined by:


The National Joint Council (NJC) for Local Authority Services.


There are also local conditions applied by the Authority and/or the Governors.  Full details of the Conditions of Service are available in all schools.

D.
Probation 


The appointment is subject to a term of probation of up to 6 months.

E.
Appointments


All appointments in schools are subject to any statutory regulations for the time being in force.  You should make yourself familiar with these conditions, a copy of which may be inspected at your school or at Human Resources.


On taking up your employment you should forward your National Insurance Number to the School’s payroll service provider.  The employee’s National Insurance Contribution will be deducted from your gross pay.  Most employees will contribute at a standard rate dependent on whether they are contracted out of the State Pension Scheme or not.  Those staff, however, who submit a valid certificate of reduced or non-liability will have their contributions calculated accordingly.


If you are entering the service of the County Council from other paid employment, you should obtain an Income Tax Form P45 from your previous employer and forward it to the payroll service provider.  If you are entering paid employment for the first time, the school will issue you with the form necessary for an application to be made for an Income Tax code number.
2.
Intervals at which Paid

Monthly Pay

Calendar monthly in 12 equal payments by bank credit transfer on the last banking day of each month except in December when you will normally be paid before the Christmas public holiday.

3.
Hours

Full-time staff are required to work 37 hours a week or as determined by the Governing Body.

Residential Social Workers in Residential Special Schools

Working time during term will be as follows:

H1
-
H5

less than 5 years service


42.45

H6
-
H7

less than 5 years service


42.26

H8
-
M1

less than 5 years service


41.87

All staff 5 to 10 years






41.48

All staff 10 or more years






41.28

Nursery Nurses

Nursery Nurses employed full-time should be available for work 195 days in any year of which 190 days shall be days on which pupil contact will be required.  Nursery Nurses employed in educational establishments will be regarded as full-time employees if regularly employed for ten sessions or more per week.  Where a sessional basis is inappropriate for 32.5 hours, there will be no abatement of salary in respect of days not required to be worked during school holidays.

Overtime

Overtime is payable in accordance with the terms and conditions as set out by the NJC.  The cut-off point above which overtime is not normally payable is at the top of H7,  currently spinal column point 29.  It should be noted that this does not apply to spinal point 29 of H8.

4. Pay

Monthly

Support staff receive  
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  of the annual salary each month.

Term Time

Term time salaries are calculated using the following formula.

Hours worked


Weeks to be


per week



paid per year
(Inclusive of Annual Leave






and Bank Holiday)
----------------------------    x
---------------------------



Full time hours


Total weeks



in week



in year




Example

For an employee engaged for 20 hours per week with less than 5 years service the calculation is as follows:

20
x
43.3
=
866
=
44.89%


37
52.142
1929
Leaving Employment
Term Time only employees
If you are employed on a term time only basis, a ‘balance of salary’ calculation will be made should your employment with the school come to an end. The purpose of the calculation is to ensure that the salary you have been paid over the period of your employment reflects the number of weeks you have actually worked. 
For example, an employee who joins a school on 1st September and leaves on 23rd July will have worked all 38 weeks in the academic year required under the contract of employment, but will only have received payment for 11 of the 12 calendar months. A payment will therefore be necessary for the balance of salary owed.

There may however be instances, typically where an employee leaves at the end of August, where an overpayment of salary has occurred and a recovery of the balance will be necessary. 
Overpayments of salary

Whilst every effort is made to avoid overpayments of salary there are inevitably occasions when such overpayments occur. 
Your employer has a right to make deductions from your salary resulting from:

· Overpayments of annual leave entitlement in the event of the termination of your employment for any reason (including resignation or retirement). For each day of paid annual leave taken by you prior to the date of termination in excess of one twelfth of your annual leave entitlement for each completed month of service during that year, an amount will be deducted equivalent to one day’s pay for each such day:

· In circumstances where (for any reason) there has been an overpayment of remuneration, reimbursement (e.g. expenses), or any other payment in excess of your contractual entitlement.
In all cases, where an overpayment has been made you will be notified in advance of an intended deduction.

5.
Holiday Entitlements

The leave year runs from 1 April to the following 31 March.  For school based staff working 52 weeks per year leave will normally be taken during the school holidays.  Only in exceptional circumstances and with the express consent of the Headteacher can leave be taken at other times or carried forward to the next leave year.

Annual leave is in accordance with the following table (inclusive of 2 extra statutory days.)

	
	Less than 

5 Years
	5 to 10 Years
	10 or more Years
	Bank Holidays

	HA to HB
	23
	27
	28
	8

	Up to H5
	23
	27
	28
	8

	H6 to H7
	23
	27
	28
	8

	H8 to M1
	25
	27
	28
	8

	Above M1-PM3
	27
	27
	30
	8


 1) Minimum entitlement of 28 days in accordance with Working Time Regulations, inclusive of Bank Holidays, the balance being provided by annual days’ leave.  

2) For staff employed on a casual basis, the minimum entitlement of 28 days is reflected in a higher rate of pay.
Staff engaged on a Term Time Only basis will receive a proportion of the above annual leave and bank holiday entitlements pro-rata to the number of weeks worked.  
Staff engaged on a Term Time Only basis will not be permitted to take their leave at any other time except during school holiday periods unless express consent from the Headteacher has been given.

Senior Supervisory Assistant 

Supervisory Assistant 

SAs and SSAs who work on an irregular basis or as a second duty will have their rate of pay increased to take account of the minimum leave entitlements under the Working Time Regulations.

6. Sickness Entitlement

During 1st year of service:

1 months full pay and (after completing 4 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 year of service:

5 months full pay and 5 months half pay

After 5 years service:

6 months full pay and 6 months half pay

7. Pension Arrangements

Employees between the ages of 16 and 65 contribute to the Local Government Superannuation scheme unless they have elected to opt out.
The rate of contribution is dependant on your full time equivalent salary on 1st January each year. For example, if you work 10 hours per week and have gross earnings of £400 per month, your pension contributions will be based on an equivalent full time salary of £17,760, giving a contribution rate of 5.9%. 

Earnings
Contribution


£0          - £12,600
5.5%

over
£12,601 - £14,700
5.8%

over
£14,701 - £18,900
5.9%

over
£18,901 - £31,500
6.5%

over
£35,001 - £42,000
6.8% 

over
£42.001 - £78,700
7.2%

over
£78,700
7.5% 

The protected 5% contribution rate of some “manual” workers will be gradually phased out as well:  

Contributions continue throughout service, until you leave or opt out.  Income tax is calculated on pay after deduction of those contributions.  Staff who contribute to the superannuation scheme will be contracted out of the earnings related part of the State Pension Scheme.

8. Notice of Termination

The notice that the employee is required to give to the employer is 1 month (3 months in the case of H8 posts or above).

Nursery Nurses

A Nursery Nurse is required to give one month’s notice in writing expiring on the last teaching day of a school term.

Resident Caretakers

The notice that the employee is required to give to the employer is one month.

If you are employed on a fixed term contract the contract will be terminated in accordance with the above provisions.  There will be no entitlement to an additional period of notice extending beyond the termination date specified.  If the contract covers the absence of an employee on maternity leave or extended sick leave, the contract will be terminated when the permanent postholder returns to work or his/her employment ceases, whichever is the earlier.

9. Continuous Employment

Your period of continuous service is as described in the contract.  Where you are employed in more than one post, at the same establishment or not, each post may have its own continuous service date.

10. Membership of a Trade Union

Copies of the documents setting out the relevant agreement of the National Joint Council referred to in this Statement are available for inspection at your school, or at Schools Transaction Team. 

This Council supports the system of collective bargaining and believes in the principle of solving industrial relations problems by discussion and agreement.  For practical purposes this can only be conducted by representatives of the employers and of the employees.  If collective bargaining of this kind is to continue and improve for the benefit of both, it is essential that the employees organisations should be fully representative.  This Authority is associated with other local authorities represented on the national and provincial councils dealing with local authorities’ services.

It is equally sensible for you, too, to be in membership of a trade union representing you on the appropriate negotiating body, and you are encouraged so to do.

Details of the various Professional Associations and Trade Unions are contained in Volume II of the Personnel Guide Chapter 4 page 44.

From time to time variations in your terms or conditions of employment will result from negotiations and agreements at national and/or local levels made with the recognised unions and adopted by the County Council and these will be separately notified to you or otherwise incorporated in the documents which are available to you for reference.  In either instance the effect will be that the changes are incorporated into your contract of employment.  The Authority undertakes to ensure that changes to the terms set out in this document will be entered into these documents or otherwise notified to you within 28 days of each change.

11. Equal Opportunities

The Governors of Schools are responsible for Equal Opportunities.  This Council is an Equal Opportunity employer.  The aim of our policy is to ensure that no job applicant or employee receives less favourable treatment on the grounds of marital status, race, colour, nationality, ethnic or national origins, or sex, or disability or is disadvantaged by conditions or requirements which cannot be shown to be justifiable.

12. Grievance

If you have any grievance relating to your employment you are entitled to pursue it through the grievance procedure adopted by your school.

13. Disciplinary Rules and Procedures

While employed you will be expected to maintain standards of performance and behaviour appropriate to your responsibility as a member of the public service.  Any variance from acceptable standards of performance and behaviour will render you liable to disciplinary action.  A copy of the relevant disciplinary procedure is available in your school.

14. Rights of Pregnant Employees

All employees are entitled to maternity leave regardless of the number of hours they work or their length of service with the authority.  This also includes the right to return to their existing job.

For further details and to request a carer’s guide please contact your designated Assistant HR Officer in Schools Transaction Team.
15. Paternity and Parental Leave
Paternity - The leave may be taken in blocks of one week or two consecutive weeks and not in odd days and must be taken within 8 weeks of the birth
Parental - Employees have the right to up to 13 weeks’ unpaid leave for a child up to the age of 5
Further details are also set out in the carer’s guide available from Schools Transaction Team.
16. Time off for Dependants 

All employees have a basic right to take a reasonable amount of unpaid time off work to deal with an emergency involving a dependant.  Fuller details are set out in the Personnel Guide available for inspection in the school.

17. Residential Staff

You are reminded that, if you are in a residential post, you occupy the accommodation only as long as you are employed in the post.  In your own interest, you should place your name on a local authority housing list if you are likely to require housing when you leave the post.  The County Council reserves the right to invoke its eviction procedures through the courts, if necessary, should you not vacate your accommodation on the termination of your contract
18. Medical Fitness

a.
If this is your first post in a maintained school or if this is your first appointment to an establishment maintained by this Authority, or if you are returning to such after a break, you will be required to satisfy this Authority as to your medical fitness for the post.  At the time of your interview you will have been handed a Pre-employment Health Assessment Questionnaire and you should have now submitted this to the County Medical Adviser.

b.
You may also be required to have a chest x-ray if the County Medical Adviser so decides.

c.
Should your health give cause for concern you may be required to authorise the County Medical Adviser to consult your medical advisers.  You may also be required to submit to a medical examination.

19. Criminal Background

As you are employed in an establishment catering for children up to the age of 18 years you will be required to complete a form, disclosing information about any criminal background.

20.
Health and Safety
Health and safety is an issue that affects all staff.  The aim is, so far as reasonably practicable, to avoid injury or ill health which may arise out of work activities.

Every school has a health and safety policy, and you should make yourself familiar with it.  The Education Health and Safety Manual, and the County Policies and Guidance Manual, detail arrangements, policies and guidance to enable you to fulfil your responsibilities.  Copies of both manuals are available in each school. 

21.   Senior Supervisory Assistants, Supervisory Assistants

Period of Employment and Hours of Work

The hours of work will relate exclusively to the normal time of the mid-day break at the school, for teaching days on which school meals are provided.  This period commences immediately upon the end of the morning school session and ceases immediately upon the start of the afternoon school session.

You will be employed as and when agreed, which may be on a rota basis with other Senior Supervisory Assistants/Supervisory Assistants at the school, and will be notified of the occasions when you will be required to work.

The actual times of the lunchtime session will not normally exceed 1½ hours in duration in any one school day.  Employment will be on a daily basis, as and when agreed, up to a maximum of 190 days a year

Rate of Remuneration
Pay will be made on a monthly basis, in arrears, for each complete session of work, by way of credit transfer to your bank account.  No payment will be made for any periods of non-employment.  
Entitlement to a Meal

A standard school meal will be provided free of charge for each session of work, the meal to be taken on the same day as the session worked.

Incapacity for Work due to Sickness or Injury

No payment will be made for any periods of absence from work due to sickness or injury, subject to any rights relating to the payment of Statutory Sick Pay.

Period of Notice
You will normally be given one month’s notice of the termination of your employment in this capacity

22. Mid-Day Supervisory Assistants

Lunchtime meal

A charge per day (including VAT) will be deducted from pay for meals/snacks/beverages actually taken.  This charge is subject to an annual review.

23. Clerk/Deputy Clerk to School Governing Body

Period of Employment and Hours of Work

The hours of work will relate exclusively to the provision of a clerking service to the School Governing Body as indicated in your job description.

Rate of Remuneration
Pay will be at the rate agreed between the Chairman of Governors and yourself.

Pay/Holiday Pay
Payment will be made on receipt by SERCO payroll Services of a completed TE001 as agreed with the Chairman of Governors.  If you have other HCC employment, payment will be collated.  No payment will be made for statutory national holidays or for any periods of non-employment.

Incapacity for Work due to Sickness or Injury
No payment will be made for any period of absence from work due to sickness or injury, subject to any rights relating to the payment of Statutory Sick Pay.

Period of Notice
You will normally be given one month’s notice of the termination of your employment as Clerk/Deputy Clerk.
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