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Helping you manage your most valuable resource


Schools’ Personnel Service

The Schools’ Personnel Service understands the increasing pressures schools face today in delivering improved educational standards and meeting the range of needs of your pupils. Your staff are your most valuable asset in achieving these goals.

The Schools’ Personnel Service can add value in helping you achieve your objectives by providing a professional, confidential and friendly service to take care of your people management issues.  As professionals you can trust us to give you the best personnel advice and support at all times and to administer day-to-day changes within your staff team.  

We are committed to providing an excellent service and monitoring our own performance so that we are ready to help you prepare for present and future challenges in Education.  

Our packages are designed to meet the needs of schools, who will receive year round support with additional bespoke consultancy support as required. 

SPS Customer Charter:  www.the-sps.co.uk
Contacts 

Room 1.14, Sessions House, County Hall, Maidstone, Kent  ME14 1XQ

Consultancy contacts 

Consultancy Manager
Barbara Brown
01732 525000
barbara.brown@kent.gov.uk

Consultancy Manager 
Gary Edwards 
01227 598751
gary.edwards@kent.gov.uk

Business Manager
Nicky Whichelow
01622 694156
nicky.whichelow@kent.gov.uk

Operational Service 

Manager
Karen Watson
01732 525267
karen.watson@kent.gov.uk

Head of Service
Karen Ray
01622 694391
karen.ray@kent.gov.uk
SPS Website:  www.the-sps.co.uk
General enquiries : info@the-sps.co.uk

KCC’s Corporate and Statutory Responsibilities
· Basic advice to governing bodies on which procedures to apply to the appointment and dismissal of staff (this varies in the case of community, foundation and voluntary-aided schools).

· Information and returns to Teachers’ Pensions and other superannuation functions.

· Costs for supply teachers covering staff suspended from duty in approved cases.

· Salary costs for staff on maternity leave.

· Supply cover for Trade Union and public duties.

· Salary costs for staff on Jury service.

· Costs of an early retirement or redundancy for school staff where these have been agreed and comply with Kent County Council policy.

· Unfair dismissal costs where the school has met KCC’s minimum standards.

KCC’s Strategic Management Responsibilities
Further services at nil cost to all schools are KCC’s Strategic Management responsibilities, which are centrally funded services supporting the Education Development Plan:

· Professional advice, support and administration in relation to headteacher appointments but not inclusion in selection days unless requested and paid for by the school

· Criminal Records Bureau checks for all school staff and regular volunteers

· List 99 checks for all school staff and volunteers. 

· In approved cases, provision of a Road Crossing Patrol Officer directly employed and fully funded by KCC. 

· Targeted personnel management support for schools in special measures or serious weaknesses.

· NQT induction programme provided jointly with the Advisory Service Kent. 

· Countywide recruitment schemes including those for licensed / overseas / graduate / teachers / registered teachers.

· Access to KCC’s website for teaching and other recruitment advertisements.

· Access to preferential Supply Insurance Scheme.

· Confidential Support Line Service.

Schools’ Statutory Responsibilities

Schools will need to carry out specific staff-related functions, including providing KCC with information in an agreed format in order that statutory reporting and monitoring responsibilities can be fulfilled.  This would include those categories of school, i.e. foundation and voluntary-aided, whose Governing bodies are the legal employers of staff.  Further information is given below: 
· Maintain full records of all staff employed at the school and provide information to KCC in an agreed format and at the required time.

· Provide information for KCC to carry out all professional and CRB checks when employing staff or using volunteers.

· Provide each year the information KCC needs for its mandatory returns, for example, the Annual Return on Teacher’s service, in an agreed format and within the required timescale.  Failure to comply with this could incur the costs of any formal action taken by statutory bodies.

· Ensure that any other supplier of personnel and development services has the professional credentials to meet minimum legal standards.

· Uphold the single employer standards of KCC in relation to pay and conditions and the appointment and dismissal of staff in Community schools.  (KCC is not the employer of staff in Foundation and Voluntary Aided Schools).

· Notification to Teachers’ Pensions and LGPS on all staff changes.

· Inform the LEA of all incidents of a school-related child protection nature. 

Note: 
KCC reserves the right to pass unfair dismissal and related costs to a school which acts unreasonably in an employment matter which results in litigation. This could include failure to take professional advice or using a contract of employment that does not meet the required standards.

Additional Terms and Conditions relating to the Schools’ Personnel Service: 

Please note that four months notice is required to move between packages whether upgrading or downgrading or when a school changes status. If an immediate upgrade is required, an administration charge equal to four months of the difference at the new rate will be levied. Four months notice is also required for the commencement or cessation of the service in whatever form. This includes school closures and amalgamations.
Packages

Basic 

Package C 

This is an information package, which will keep a school up to date with all the local and national changes taking place, which affect staffing in general.  It includes access to a 

help-line which provides advice on general staffing and personnel administration matters and covers the following information:

· Routine advice on teaching and non-teaching terms and conditions of employment.

· Web-based newsletters, bulletins and other new legislative information.

· New and updated model policies and procedures that have been developed and consulted upon with recognised trade unions. 

· Access to PDF versions of current maternity packs

· Web-based Handbook of Terms and Conditions for staff on Kent scheme

Standard

Package S 

The Standard Package includes the Basic Package.
In addition to the information service provided in the Basic Package, the Standard Package offers schools a personnel administration service covering the following:

Recruitment Services

· Issue of standard employment contracts, variations and terminations.

· New employee administration including non-agency supply teachers.

Pay and Conditions of Service

· Response to pensions, loans and mortgage enquiries.

· Guidance on pay, grading and conditions of service for all staff.

· Administration of pay awards and annual salary assessments.

· Advice on maternity leave, including the provision of a maternity handbook.

Retirement and Pensions

· Provision of pension estimates and benefits (except voluntary retirement)
· Notification to teachers’ pensions on all staff changes
· Assistance with LGPS administration, as detailed in the current LGPS matrix
Premium

Package P

The Premium Package includes the Standard Package.

This package contains all personnel administration in the Standard Package as well as access to a designated Personnel Consultant and where appropriate the involvement of the Senior Personnel Consultant and/or Consultancy Manager.  

The Premium Package consultancy advice will cover:

· Advice on the application of employment law.

· Advice and support on disciplinary, grievance, equal opportunities, Child Protection, capability, harassment, ill health and redundancy issues.

· Advice on best practice recruitment and selection procedures.

· Advice on dispute resolution, mediation and conflict management.

· Advice on the customisation and implementation of performance management policies.

· Support to individual members of staff at the school’s request e.g. early retirement.

· Response to Employment Tribunal Applications.

· Initial advice/support to headteachers on the strategic implementation of national initiatives.

· Support to individual members of staff at the school’s request e.g. early retirements

Premium Plus  

Package PP

The Premium Plus Package includes the Premium Package and in addition includes:

· On-site support for grievance, dispute resolution and conflict management

· Preparation of disciplinary cases.

· Preparing and support for cases at Employment Tribunals (to maximum of 2 days at hearing).

· Briefing session on national initiatives for staff.

· Reorganisatons affecting staffing structure and grading

· Support the recruitment of Senior Management Team

· Job evaluations under Kent scheme.

· One to one on-site training session for new clerical staff

· Advice and support in large-scale re-organisations affecting staffing structure and grading

Consultancy 

Packages T1 to T5  

Consultancy can be purchased as a separate package and is available by individual days or blocks of days.  Ad-hoc consultancy over the telephone is also available in half-hour blocks.

The packages will give you access to the services of a Personnel Consultant and can be utilised by schools to cover all of the areas as noted in the Premium and Premium Plus package up to the limit of days purchased.

Consultancy can also be purchased to cover areas not included in the Premium or Premium Plus packages. Examples of this include:

a) assisting schools with the appointment of members of staff other than senior managers e.g. bursars and clerical staff.

b) carrying out a review of policies and procedures prior to an OfSTED inspection.

Pay As You Use (PAYU)

Additional products are available through the Schools’ Personnel Service – such as model policies and procedures, maternity packs and the administration of Foreign Language Assistants. For schools that already buy the Basic, Standard, Premium or Premium Plus Packages these products are offered at a discount or are free as part of the package.

For schools not buying one of the personnel packages these products are available as separate items.

A full list of additional products and services offered is noted below:

· Training sessions for headteachers, governors and School Managers including Performance Management, pay progression decisions and other key management issues

· Management investigation (not including administration support)

· Disciplinary investigations undertaken on behalf of the school (not including admin support )

· Presentation of disciplinary cases

· Presentation of Employment Tribunal cases

· Admin support ( including note taking for Management Investigations and Disciplinary Investigations

· CV/Application Verification Service

· Audit of staff contracts, personnel policies and procedures

· In-house Management Development programs

· Bespoke Team Building for Senior Managers and teams

· 1 – 1 guidance and coaching for school leaders on difficult people management issues

· Development of non-standard contracts of employment ( excl. community schools )

· Model Policies and Procedures:

· Recruitment and Retention

· Pay Policy

· Equality

· Managing Absence

· Fairness at Work

· Discipline and Poor Performance

· Redundancy and Redeployment

· Maternity handbook.

· Administration of Foreign Language Assistants (FLAs)

· Tailored selection tests



For all contract requirements please contact


KENT SERVICES for Schools





         Telephone:    01622 694208


         E-mail:           school.services@kent.gov.uk














