8. EDUCATION HUMAN RESOURCES

The Schools Human Resources (HR) Service will support schools with specialist strategic direction by giving HR advice to Headteachers, senior managers and Chairs of Governors, to help them fulfil their operational responsibilities as an employer. The service can best be described as being the sum of two parts, administration and HR advisory service.

HR Advisory Service

Community schools only (V A schools will be charged £20 per contract document for this service )

· Action for starters and leavers (including personnel file creation )
· Processing of teachers' annual pay statements and correction of discrepancies and/or errors
· Administration of teachers' pensions details and liaison with Teachers Pensions
This is a professional advisory service which does not include site visits. The service includes:

· Advice on organisational reviews 

· Advice on handling disciplinary, capability or grievance issues and correct procedures (this does not include attending hearings other than potential terminations as LEA adviser)

· Advice on employment law

· Advice on sickness absence management

· Advice on recruitment and selection 

· Advice and support on redundancy and

 other termination procedures

· Advice and case tracking on medical referrals during employment

· Employment tribunals liaison 
· Contractual relationships
· Publication of Personnel Matters
Administration

· Comprehensive advice on pay and terms and conditions of service

· Advice on job design and evaluation of support staff posts

· Producing and issuing the 'statement of particulars' ( contract of employment) for
Availability

The HR team is staffed by experienced HR practitioners. They are located on the 9th floor of the Civic Centre and are available for contact between 8.30 a.m. and 5.15 p.m., Monday to Friday. Due to staggered working patterns, staff are often available outside these hours. However, if your particular named officer is not available, another member of the team will provide assistance. These hours are flexible in relation to planned evening meetings, given sufficient prior warning.

Contacts

Lead Officer

Sue Watson, Acting Departmental HR Manager

020 8545 4063
Support Officer         Val Butler, Principal



          Personnel Officer



          (Schools)



          020 8545 3227

Performance Standards

	Task
	Time

	Response to telephone calls
	Within 5 rings or answerphone

	Response to e-mail
	Within 2 working days

	Response to written correspondence
	Within 15 days of receipt.  Where a full response cannot be given in this timescale, an interim reply estimating anticipated timescale will be provided

	Job evaluation requests
	Within 20 days of receiving job description and personal specification complying with corporate style

	Contract issue
	Within 8 weeks of commencement of employment (if qualification checks are still outstanding the contract will be subject to confirmation)

	Referral to the Council’s Medical Officer
	Within 5 working days of receipt of request

	Site visits(for induction of new Head or Admin Officer)
	One in first term of appointment only

	Site visits (hearings for potential terminations only
	Within 8 working days of request


Liaison with external payroll service providers may be subject to an additional charge.
Links with other services

The HR team has close working relations with the borough's Corporate Human Resources and Legal sections, and with Payrolls, Finance, Health & Safety, Governor Support and the School Effectiveness team.

The school will be required to provide sufficient accurate information about any issue, case or situation, to enable accurate and concise advice on the matters in hand.

Schools must provide full documentation and information where requested within the timescales agreed. Where information is not provided within the timescale, or is incomplete or incorrect, the HR section will not accept responsibility for the outcome. Staff will be made aware that the responsibility lies with the school.

The Headteacher will designate appropriate staff who are authorised to request work from the HR team.

School Responsibilities

Charges for Full Service

The overall HR Services package for April 2004 to end March 2005 will be charged as follows:

	
	Lump sum
	Per post charge



	One form entry Primary schools and special schools
	£544
	£61.95

	Two form entry Primary schools
	£645
	£61.95

	Three form entry Primary schools
	£824
	£61.95

	Secondary schools
	£1065
	£61.95


Note 1: V A schools at all levels will receive a 5% discount on the above rates to take account of separate charges for issuing contracts of employment

You will be provided with HR services,

which ensures the LEA can satisfy its requirements as a single employer as follows:

· Production of statutory returns, statutory employment checks e.g. teaching staff academic qualification & registration checks

· Compliance with relevant legislation,

e.g. Equal Pay; thorough maintenance of pay and grading systems and other processes

· The determination of conditions of service for non-teaching staff. Advice, in accordance with the Authority's statutory functions

· Co-ordination of industrial relations and Health & Safety
What if I decide not to buy back this service?

If a school chooses to use non-standard systems instead of the LEA's overall IT software, and as a result the LEA incurs additional costs in collecting or collating information, the LEA reserves the right to charge the school for the additional time taken to collate and collect the information.

The DfES requires the LEA to provide statistics and, you will need to ensure you have a system for collecting data e.g. the Personnel Module of your SIMS system or similar (see also the IT & LMS Services document). The information will be required by the LEA for monitoring purposes and statutory returns i.e. ethnicity, grade details, next of kin, N.I. number, sickness absence, etc.

If you decide not to buy back this service you will be provided with your school's personnel files in order to facilitate your continued administration of the files. Your appointed HR advisers would also require the information to produce contract variations. These personnel files must however be available at 2 working days notice (including school holidays) should the LEA be required to access them for statutory, legal or other urgent reasons.

The charges are based on the cost of employing the HR team for the proportion of time dedicated to schools and for overheads. The overheads include the appropriate proportion of the Education HR Service's running costs.

Note 2: The per post charge will apply to numbers of staff employed in the school as at 1 April 2004.

· Special support to schools experiencing difficulties

· The development of borough-wide teacher recruitment and retention strategies
ADDENDUM TO HR SERVICES

Health, Safety and Emergency Planning

The council's team of Health & Safety professionals provides a comprehensive safety service to all schools in the London Borough of Merton, including community, voluntary controlled and voluntary aided where a service level agreement has been taken up with the Education HR Service.

Main provisions of the service include:

· Advice and guidance to Headteachers and staff on all workplace Health & Safety issues 

· Advice and guidance on policies and procedures for local implementation

· Free places on any of the published Health & Safety courses

· Annual inspection of the school premises with a report to the Headteacher.

· Assistance with investigations into serious accidents and incidents.
Lead Officer:

Support Officer:

Adam Viccari

Health, Safety & Emergency Planning Manager

020 8545 4803
Wendy Lamb Health and Safety Admin Officer

