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1.
General Conditions Of Service For All Teachers


(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 teachers are employed in accordance with the terms of the Teachers’ Pay and Conditions of Service Act 1991, as set out in the current School Teachers’ Pay and Conditions Document, and in accordance with the relevant parts of the Conditions of Service for School Teachers in England and Wales (the Burgundy Book) or any such document that may amend or replace it in due course.

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.
Teachers in Aided Schools should be aware of the following special requirements which are in addition to the general conditions of service.

a.
Church of England Aided Schools



The Governors will expect the teacher to agree to the following conditions:-

“The Teacher agrees to have regard to the Church of England character of the foundations of the school and not to do anything in any way contrary to the interest of the foundation.”


b.
Roman Catholic Aided Schools

Teachers will be employed under the Catholic Education Council Contract, which will be given by the Governors to the successful candidate for a teaching post, of which the following is an extract.

THE TEACHER HEREBY AGREES

i. To serve as a teacher in the said school under the direction of the Governors *and under the immediate direction of the Headteacher of the school (department) in which he/she is employed* and in accordance with:

a. the provisions of the Education Acts;

b. the conditions of employment prescribed in the Education (School Teachers Pay & Conditions of Employment) Order 1987 or any amending or substituted statute for the time being in force made there under by the Secretary of State;

c. The Articles of Government in force for the school;

*(the phrase between the asterisks above should be deleted when the contract is with the Headteacher).

ii. to give full-time service exclusively in his/her capacity as a teacher/headteacher and shall not be required either to perform any duties except such as are connected with the work of a Roman Catholic voluntary school or to abstain outside the school hours from any occupations which do not interfere with the due performance of his/her duties;

iii.
a.
to have regard to the Roman Catholic character of the school and not to do anything in any way detrimental or prejudicial to the interest of the same;

b. (this clause is applicable to teachers appointed to give religious instruction among other duties.  It should be deleted in the case of teachers who are not appointed to give religious instruction and will not be doing so) to instruct the Holy Scriptures and the Doctrines of the Roman Catholic Church, in accordance with the principles and subject to the discipline thereof to the satisfaction of the Religious Inspector or other appointed representatives of the Ordinary, at the time or times appointed for religious instruction, such children as are entrusted to him/her and to be present at such religious examinations of the children as may be directed to be held by the Governors.

(Please note:  this contract will be adapted to apply to part-time appointments).

E. Qualifications (Teachers)
The appointment, if as a qualified teacher in a maintained school is subject to your having completed to the satisfaction of the Department for Children, Schools and Families an approved course of training or to the possession of such special qualifications as the Secretary of State may approve.

F. Induction Year for Newly Qualified Teachers.

Newly qualified teachers are required to complete an induction period of one year (or its part-time equivalent).  The support and monitoring arrangements are set out in the DfES’s Circular 5/99 (as amended) and the Induction Arrangements for Teachers Regulations (S1 10/65).  The Authority also issues guidance to assist teachers and schools.  The great majority of NQTs meet the induction standards and complete the induction period satisfactorily.  In the event of failure to meet the induction requirements, an NQT is no longer eligible to be employed as a teacher in a maintained school or non-maintained special school.  Termination of employment will be governed by the Induction Regulations and subject to statutory notice of one week under the Employment Rights Act, for NQTs in their first year of employment.  In most cases the induction period will be completed satisfactorily and, thereafter, the full terms and conditions of service for School Teachers will apply. 

G. 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 CSF Human Resources.

On taking up your employment you should forward your National Insurance Number to SERCO payroll.  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 to SERCO payroll 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 SERCO payroll.  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.
However, if your school does not buy SERCO payroll then please give all your documents to your schools payroll provider.
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

A teacher employed full-time must be available for work for 195 days in any school year, of which 190 days are days on which he/she may be required to teach pupils in addition to carrying out other duties;  and those 195 days will be specified by his/her employer or, if the employer so directs, by the Headteacher.

The teacher must be available to perform such duties at such times and such places as may be specified by the Headteacher (or, where the teacher is not assigned to any one school, by his/her school in which he/she may for the time being be required to work as a teacher) for 1265 hours in any school year, those hours to be allocated reasonably throughout those days in the school year on which he/she is required to be available for work.  The teacher shall, in addition, work such additional hours as may be needed to enable him/her to discharge effectively his/her professional duties, including, in particular, the marking of pupils’ work, the writing of reports on pupils’ work, the writing of reports on pupils and the preparation of lessons, teaching material and teaching programmes.

The amount of time required for this purpose beyond the 1265 hours referred to above and the times outside the 1265 specified hours at which duties are performed as defined by the employer depends upon the work needed to discharge the teacher’s duties.

4. Pay

Monthly

You will receive one twelfth of the annual salary each month and you will receive one third of a year’s salary for each full term’s service in any school maintained by the LEA.

The three terms are:

The Summer term from May 1 to August 31

The Autumn term from September 1 to December 31

The Spring term from January 1 to April 30

Supply Teachers

The following calculation is used to calculate the daily rate for a supply teacher:

Annual Salary   ÷   195 days    =    daily rate.

5. Sickness Entitlement

A teacher absent from duty owing to his/her illness (which is deemed to include injury or other disability) shall be entitled to receive in any period of one year sick pay in accordance with the following scale and in accordance with the conditions contained in the Burgundy Book:

During 1st year of service:

Full-pay for 25 working days and after completing 4 calendar months’ service, 

Half- pay for 50 working days.

During 2nd year of service:

Full-pay for 50 working days, and

Half-Pay for 50 working days

During 3rd year of service:

Full-pay for 75 working days, and

Half-Pay for 75 working days

During 4th  and successive years:

Full-pay for 100 working days, and

Half pay for 100 working days.
6.
Pension Arrangements

Unless an election has been made to opt out a full-time teacher's salary is liable, in the case of those teachers coming within the provision of the Teachers' Pension Scheme regulations, to deduction at the rate of 6.4%.
Part-time teachers who are new to the scheme and those who have a change of contract consisting of either a move between schools or a move from full to part-time teaching, will also be brought into the scheme automatically.
In the case of all other part-time teachers no pension contributions will be deducted unless they choose to opt into the scheme.  They can do this by requesting a part-time election form from the Human Resources department or by downloading a form at www.teacherspensions.co.uk.  

You may be able to transfer previous pensions into the Teachers' Pension Scheme.  This must be done within twelve months of joining the scheme.  Pension transfer forms can be requesting from the Human Resources department or by downloading a form at www.teacherspensions.co.uk.  

Contributions will continue throughout your service, until you leave or opt-out.  If your pension contributions stop without any reason you should inform the Human Resources department immediately.  Income tax is calculated on pay after deduction of those contributions.  Staff who contribute to the Teachers' Pension Scheme will be contracted out of the earnings related part of the state pension.
It is important that you familiarise yourself with the Teachers’ Pension Scheme in order that you are aware of any decisions you may need to make regarding your pension.  An Employees Guide to the scheme can be found on the Teachers’ pensions website. Copies of the Employees Guide are available from the Schools Transaction Team.
Teachers' Pensions, Mowden Hall, Staindrop Road, Darlington, DL3 9EE is responsible for administering the Teachers' Pensions Scheme.
7.
Notice of Termination

All teachers are under two months notice and in the Summer term three months (for Headteachers three months and four months), terminating at the end of a school term as defined in 4 above.  The resignation dates are:

31st October for the end of the Winter Term.

28th February for the end of the Spring Term

31st May for the end of the Summer Term.

(for Headteachers the dates are one month earlier)

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.
Hertfordshire County Council employees in Community Schools no longer have a compulsory retirement age.  However Governing bodies of Foundation & Voluntary aided schools may choose to adopt a retirement age of 65 or above. Employees at these schools will need to clarify this with the headteacher at the time of their appointment. 
8.
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.

9.
Membership of a Trade Union

Your terms and conditions of employment (including certain provisions relating to your working conditions) are covered by collective agreements negotiated between the Council of Local Education Authorities and the recognised unions of school teachers (CLEA/ST) or of any successor body that may be set up by joint agreement to conduct such negotiations; and by supplementary local collective bargaining. These agreements are contained, respectively, in the Codified Conditions of Service and in circulars issued from time to time by CLEA and in other documents including those incorporating decisions made by or on behalf of the County Council which are available at your place of work or in other documentary form.

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 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. 

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 28.

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.
10.
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, or ethnic or national origins, or sex or disability or is disadvantaged by conditions or requirements which cannot be shown to be justifiable.

11.
Grievance

If you have any grievance relating to your employment you are entitled to pursue it through the relevant grievance procedure available in your school.

12. 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.

13. 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.
14. Paternity, Adoption & Parental Leave

Further details are also set out in the Carers guide (available from Schools Transaction Team) and on the Hertfordshire Grid for Learning.
15. 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.
16. 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.

17. 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.

18. Criminal Background

As an employee 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.

19. 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.

As an employee your attention is drawn to your duties under Section 7 of the Health and Safety at Work Act 1974, which is quoted below:

‘Section 7 - It shall be the duty of every employee while at work:

a)
To take reasonable care for the health and safety of him/herself and of other persons who may be affected by his/her acts or omissions at work;

and

b)
As regards any duty or requirements imposed on his/her employer or any other personby or under any of the relevant statutory provisions to co-operate with him/her so far as is necessary to enable that duty or requirement to be performed or complied with.’

A copy of the relevant Health and Safety at Work Policy document is available for inspection at the Department/s offices and establishments.

20. Freemasonary
If you are a freemason, you are required as a condition of employment to record your membership with the Director of Children, Schools and Families.  Please mark the letter Personal and Confidential and address it to Mr John Harris, Director of Children, Schools and Families, County Hall, Pegs Lane, Hertford SG13 8DF.

21. Politically Restricted Posts
The Local Government and Housing Act 1989 places certain restrictions on certain local government employees that prevents them from taking part in political activities.  Full details are available from CSF Human Resources, Advisory Team.

22. Confidentiality
As an employee of Hertfordshire County Council, working in the Children, Schools and Families Department, you must always be aware of the confidentiality of information gained during the course of your duties, which in many cases includes access to personal information relating to clients.  It is expected that you understand the importance of treating information in a discreet and confidential manner, and your attention is drawn to the following:

a)
Written records and correspondence must be kept securely at all times when not being used by a member of staff.

b)
Information regarding clients must not be disclosed either orally or in writing to unauthorised persons.  It is particularly important that employees should ensure the authenticity of telephone enquirers.

c)
Conversations relating to confidential matters affecting clients should not take place in situations where they be heard by passers-by i.e. in corridors, receptions areas, lifts etc.

d)
The same confidentiality must also be preserved in dealing with matters relating to departmental personnel.

e)
Any breach of confidentiality may be regarded as misconduct/gross misconduct and be the subject of serious disciplinary action.


The importance of confidentiality cannot be stressed too much and it is important that it be borne in mind at all times.

SUPPLEMENT

Local Conditions Applicable to Senior Supervisory Assistants and Supervisory Assistants.

23. SENIOR SUPERVISORY ASSISTANTS AND


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 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 maximum of approximately 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. 

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. 

Entitlement to a Meal

A standard school meal may be provided free of charge for each session of work, the meal to be taken on the same day as the session worked and is at the discretion of the governing body.
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 week’s notice of the termination of your employment in this capacity.
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