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Introduction

Alternative Service Provision

This document is intended to offer guidance to schools on the factors that should be considered when engaging suppliers of professional services.

An increasing range of services are being offered to schools by a variety of service providers from the public, private and voluntary sectors.  This document aims to help schools make informed, value for money purchasing decisions.

Guidance on choosing a provider for a particular service is given under the service heading.  Consideration should also be given to the KCC and Schools’ Statutory Responsibilities listed.  Where applicable, alternative service providers are listed based on recent information supplied by Kent Schools (3 or more recommendations).  KCC is unable to comment upon the quality or suitability of these providers and schools are advised to refer to the guidance given before deciding whether to use one of these, or any alternative service provider. 

In-house Service Provision

Where a school intends to provide a service in-house or makes no provision for a service, it is advised to refer to the School’s Statutory Responsibilities where applicable under the appropriate service section.

Guidance on Choosing a Service Provider
The following points should be considered:-

· The school’s service needs & requirements (including those necessary to meet KCC requirements).

· Details and costs of the service and range of packages on offer. 

· Schools should apply the principles of value for money when deciding on the most cost effective provider.

· Payment arrangement and insurance arrangements.

· Whether the provider has knowledge of any legal requirements and that these will be met e.g. health and safety, risk assessment.

· Capacity, experience and financial stability of provider.

· Terms and conditions of contract  (e.g. length of contract and early termination arrangements including any additional cost chargeable, recompense for non-delivery of service, complaints and disputes, etc.) 

· Responsiveness and reliability of provider.

· Quality of service and how it will be monitored, reviewed and evaluated.

· Qualifications and experience of the personnel providing the service, where appropriate.

· Suitability of persons to work around children.

· Availability of references from other users.

· Compatibility with school ethos and culture. 

· Where a conflict of interest is an issue, staff and governors should not be involved in the decision making process. 
Further guidance can be obtained from the following websites:

DfES Value for Money Unit: Purchasing Guide for Schools: www.dfes.gov.uk/valueformoney 

and follow the links - Good Practice / Purchasing Guide for Schools 
KCC Children, Families & Education Finance: Budget Book: Financial Scheme for Schools 

www.clusterweb.org.uk/docs/Financial_Scheme_Schools.doc

KCC Trading Standards: www.tradingstandards.gov.uk/kent 
Advisory Service, Training & Development

General - KCC’s Corporate and Statutory Responsibilities

· Training on national and local priorities.

· Customised curriculum and management support.

· Support for statutory assessment.

· A major programme of Standards Fund projects.

· Supported School Self Evaluation through School Improvement Partners.

· Targeted support for schools in difficulty.

· Briefing seminars for school leaders and governors to support the analysis of pupil performance.

· Selected curriculum development projects.

· Surveys to identify and share good practice.

· Induction and support for NQTs and new headteachers.

· Supported deployment of advanced skills teachers.

· Support for school leadership through experienced headteachers in the PEP and SecTT projects.

· Governor training.

· Support for governors on the appointment of headteachers.

Health and Safety - KCC’s Corporate and Statutory Responsibilities

It shall be the duty of KCC to ensure, so far as is reasonably practicable, the health, safety and welfare at work of all its employees; the provision of such information, instruction, training and supervision as is necessary to ensure, so far as is reasonably practicable, the health and safety at work of its employees.  KCC offers training in the following areas:

· Health and Safety Training.

· Equalities and Diversity Training.

· Personal Development.

· Management and Leadership Development.

· Management Responsibilities & Obligations Training (Personnel).

· Employee Responsibility Training (Personnel).

Health and Safety training information can be found on ClusterWeb at: www.clusterweb.org.uk and follow the links- Services and Guidance / Health and Safety / Documentation Index / Moving and Handling

Schools’ Statutory Responsibilities 

All schools have a Health and Safety ‘duty of care’ towards both employees and pupils and are responsible for engaging the specialist tutors/advisors they feel best serve the schools interests and needs. The most significant aspects of this responsibility are: 

· To develop and maintain a school Health and Safety Policy.

· Carrying out risk assessments, including fire risk.

· Monitoring the effectiveness of the health and safety systems.

· Recording and investigating accidents, incidents (including violence), dangerous occurrences and ill health.

· Ensuring the adequate provision of information, instruction and training for staff to enable them to take reasonable care of their own, and others’, health and safety.

· Ensuring adequate provision of first aid facilities.

· Ensuring adequate measures for fire prevention and fire escape. 

· Monitoring the activities of contractors working on the site to ensure safe and appropriate procedures, with due regard to school staff, pupils and visitors.

Further guidance on Health and Safety: Responsibilities and Powers can be obtained on: www.teachernet.gov.uk/wholeschool/healthandsafety/visits/responsibilities/

The school will also need a staff development programme that dovetails into the needs of the School improvement Plan for the year meeting the priorities of the school and those of all individual staff.

Guidance on Choosing an Advisory Service & Training Provider

When choosing a provider, schools are advised to consider whether they are able to offer the following:

· Specialist knowledge of education and school needs.

· Knowledge of the local area issues that the school may be facing.

· Good knowledge and awareness of the school’s history and any previous problems and actions taken.

· Ability to work with school staff and governors in a co-operative and open manner and with sufficient flexibility to be able to find workable solutions to any school problems.

· Information on response times and charging of services.

· Ability to provide consistency and continuity of service.

· Qualifications of their personnel in the specialist area.

· Training experience and evidence of the benefit that other schools have had from their services.

· Proven track record.

· References.
Advisory Service & Training - Alternative Service Providers
Possible alternative service providers are listed - KCC is unable to comment upon their quality or suitability.  Schools are advised to refer to the guidance given in this section and in the Introduction on page 2 before deciding whether to use one of these, or any alternative service provider. 

Please contact the provider directly for further information on the range of training offered.

CfBT Training and 
1 The Chambers, East Street, Reading,

Consultancy Unit

 
Berks, RG1 4JD






Tel: 01189 021 913




E-mail: training&consultancy@cfbt.com



Website: www.cfbt.com 
Mill Wharf Training 

Mill Wharf, Mill Street, Birmingham, B6 4BU

and Consultancy Services 

Tel: 0121 628 2910





Contact: Enquiries




E-mail: information@mill-wharf-training.co.uk




Website: www.mill-wharf-training.co.uk

Buildings Consultancy

KCC’s Corporate and Statutory Responsibilities 

· Input to asset management plans.

· Condition survey of buildings.

· Delivery of approved programmes of capital building and building maintenance works.

· Five yearly electrical inspection and testing of premises.

· Annual electrical testing of mobile classrooms.

· Inspection and testing of fire alarm systems.

· Monthly inspection of lifts.

· Six monthly inspection and testing of emergency lighting.

· Annual inspection of fixed gas heating appliances.

· Annual testing of fume cupboards.

· Emergency service where there is a major fire or flood, including arrangement of first aid measures, damage and insurance assessments, claims and valuations.

Schools’ Corporate and Statutory Responsibilities

In order to meet Statutory Regulations you must seek appropriate professional property advice on all statutory matters.

When undertaking alterations or new buildings:

· Seek Landlords consent.

· Meet all statutory requirements (i.e. planning regulations, Health & Safety 
Regulations, Disability Discrimination Act (DDA), ecological legislation).

When undertaking building maintenance:

· Comply with all building maintenance statutory liabilities (i.e. Asbestos, Glazing 
and Gas Regulations, etc.)

When appointing professional advisors:

· Ensure that minimum levels of indemnity insurance are in place.

When using building contractors:

· Appoint building contractors in accordance with KCC Standing Orders.

· Ensure that minimum levels of insurance and tax certification are in place.

· Ensure compliance with all Health & Safety Regulations.

· Ensure that appropriate forms of contract are used.

When acquiring a new property:

· Do not enter into a legal commitment for property (or one which could be seen to 
bind KCC) without obtaining necessary approvals
.

When occupying and using property:

· Inform the Director of Property of any proposals to modify/extend the building.

· Inform the Director of Property of any proposals relating to a change of use to the building.

· Carry out essential building repairs to meet Health & Safety requirements.

· Do not rent out any accommodation to a third party without prior approval from 
the Director of Property.

When purchasing property services:

· Adhere to KCC Code of Practice for Tenders and Contracts.

When disposing of property:

· Notify the Director of Property of any vacant, unused, underused or likely surplus property.

Any breach of the terms of occupation may result in disciplinary action and/or legal penalties, both criminal and civil, for the individual. KCC is contractually bound where properties it holds are on lease.  Breaches of obligations may result in financial loss and other penalties.  Any breach of legislation may result in penalties both criminal and civil for the individual.  Non compliance may result in penalties both criminal and civil for the individual.  Failure to comply may result in disciplinary action by chief officers, be illegal resulting in fines and bring KCC into disrepute. 








Guidance on Choosing a Buildings Consultancy Service Provider

When using a service provider the school should ensure that consultants are members of their appropriate professional institute (RIBA, RICS, etc.) and that they have appropriate professional indemnity cover in accordance with KCC Standing Orders.  Membership of these professions ensures that all work is carried out in accordance with statutory requirements (for example Building Regulations, Town and Country Planning, Construction (Design and Management) Regulations).  Schools should also consider the type of work that the practices have undertaken in the past and ensure that references are taken up to confirm that they are able to undertake this type of work.

Where appropriate it will be necessary for the school to provide evidence that the choice of consultant has been carried out in accordance with OJEC (Official Journal of the European Communities), and in accordance with the Constitution of the Kent County Council as adopted on 18 June 2001.    

KCC Framework Agreements
KCC Property Group have established “framework agreements” for the provision of professional consultancy services to support core property activities.  KCC use framework agreements to procure a range of professional property related services ensuring quality and best value are achieved on new build and maintenance projects.

KCC Property Group can facilitate the commissioning process for schools, help with negotiation of fees and give general advice.  KCC Property Group do not charge a fee for this process using the framework agreements.  

Schools who approach the framework consultants privately or consultants who are not on KCC approved lists, will need to arrange their own commissioning arrangements, negotiation of fees and remain responsible for ensuring the correct core policies in connection with construction work are adhered to.

To ensure good management of the frameworks, a protocol has been put in place to ensure schools receive a first class service and have the comfort that the consultants on the list are monitored in several key areas.  KCC Property Group, when commissioning work through the framework agreements, act as custodian of the service and monitor the following areas:

· Performance of consultants.

· Workload guarantees with strategic partners 

· Health and safety.

· Communication.

· Work quality.

· Performance (to include Change Control procedures and Key Stage Sign Off).

· Timescales.

· Complaints.

· Budgetary control.

· Conflict resolution.

· Workload i.e. how many projects are currently being undertaken by each individual practice

· Financial limits of projects being undertaken - reported under each discipline. 

For more information please contact Emma Saunders-Foard by calling 01622 696122 or by e-mailing: emma.saunders-foard@kent.gov.uk.  
Alternatively visit the KCC Property Group website:  www.kent.gov.uk/property
Buildings Consultancy - Alternative Service Providers

Schools are advised to refer to the guidance given in this section and in the Introduction on page 2 before deciding to use any alternative service provider.

Catering: Contract Management and Consultancy

KCC’s Corporate and Statutory Responsibilities

· KCC is responsible for raising awareness of statutory responsibilities relating to catering, but with delegation, the ultimate responsibilities for legislative controls and their implementation lies with the governing body.
· Relevant legislation is covered by the Food Safety Act 1990 and the Health and Safety at Work Act 1974 and any regulations arising from them.
· Where necessary, arrange for the replacement of capital equipment to meet service needs.
· Catering management for day special schools with non-delegated budgets.
· Contract management for primary schools with non-delegated budgets and secondary schools remaining within the Kent Catering contracts.
Schools’ Corporate and Statutory Responsibilities
The delegation of the school meals budget and the end of the school meals contract has enabled schools to opt for undertaking their own catering arrangements.  Whether in the County contract or not, schools are still required to provide a meal of nutritional standard, as set by Central Government, to all those children entitled to a free school meal and any child who wishes to purchase one.  The standards are set out in the DfES book, “Healthy School Lunches”, available from DfES publications: www.dfes.gov.uk/schoollunches  

Further information is available from the Food Standards Agency: www.food.gov.uk

· Compliance with KCC policies and Codes of Practice on contracting and purchasing.

· Compliance with any statutory requirements and legislation.

· Financial viability of catering operation.

· Credit worthiness and trade references for any service providers.

· Catering specification.

· Terms and conditions of any contract and the legal implications.

· Due diligence in all food safety matters.

· Management and controls of the operation.

· Compliance with food safety and health and safety legislation.

· Personnel and staffing.

· Nutritional requirements.

· Marketing and customer satisfaction.

Catering: Contract Management and Consultancy - Alternative Service Providers

The alternative service providers listed below have been nominated by Kent Schools - KCC is unable to comment upon their quality or suitability.  Schools are advised to refer to the guidance given in this section and in the Introduction on page 2 before deciding whether to use one of these, or any alternative service provider.  If you wish to contact Kent schools who use any of the alternative service providers listed below, please refer to Kent Services for Schools for details.  The number of schools who nominated each service provider is given in brackets after the service provider name.  

Independent Catering 
125a St Johns Hill, Sevenoaks, Kent, TN13 3PE

Management Ltd (4)
Tel: 01732 746123 




E-mail: info@independentcatering.co.uk



Website: www.independentcatering.co.uk
Scolarest (4)

Cowley House, Guildford Street, Chertsey, Surrey, 



KT16 9BA 




Tel: 01932 575750
The Contract Dining Co (4)
87 Copers Cope Road, Beckenham, Kent, BR3 1NR  



Tel: 0208 650 7537  



E-mail: info@thecontractdiningcompany.co.uk 

Cleaning: Contract Management and Consultancy

KCC’s Corporate and Statutory Responsibilities

· KCC is responsible for raising awareness of statutory responsibilities related to cleaning, but with delegation, the ultimate responsibilities for legislative controls and their implementation lies with the governing body.  

· Relevant legislation is covered by the Health and Safety at Work Act 1974 and any regulations arising from it.

Schools’ Statutory Responsibilities

· Compliance with KCC policies and Codes of Practice on contracting and purchasing.

· Compliance with any statutory requirements and legislation.

· Credit worthiness and trade references for any service providers.

· Cost of the service provision against budget allocation.

· Cleaning specification.

· Terms and conditions of contract and any legal implications.

· Management and control of operation.

· Personnel and staffing.

· Compliance with health and safety legislation.

· Customer satisfaction.

Cleaning: Contract Management and Consultancy - Alternative Service Providers

Schools are advised to refer to the guidance given in this section and in the Introduction on page 2 before deciding to use any alternative service provider.

Computer/ICT Support

Schools’ Statutory Responsibilities

· Since August 2004, schools must have met and maintained the following ratio of PC’s to number of pupils:

- Primary Schools:      1:8

- Secondary Schools: 1:5
· All schools are required to have an Internet Access Policy for staff and pupils.
Schools should continue their programme of providing laptops for teaching staff and whole class teaching technologies (Interactive white boards and data projector systems).
The NGfL web site www.kent.gov.uk/ngfl will have current information on all the above and other initiatives, Laptops for Teachers, WhiteBoard, Broadband etc.

Please visit the EIS website:  www.kent.gov.uk/eis and EIS ClusterWeb site: www.clusterweb.org.uk?broadband for up-to-date information.

Guidance on Choosing a Computer/ICT Support Provider

When choosing a service provider, schools should consider the following issues:

· SIMS support - Suppliers are only able to support SIMS if they are a SIMS accredited support unit.  It is often difficult to detect when a problem is hardware or software related.  It is strongly advised that the same supplier who supports your SIMS system also supports your Administration computers.

· RM Connect - Suppliers are only able to support RM systems if they are an RM accredited support unit.  In Kent the approved partner is EIS.

· Schools should consider the educational “added-value” and long-term viability of suppliers and their ability to respond to problems in a school environment.

Computer/ ICT Support - Alternative Service Providers

Schools are advised to refer to the guidance given in this section and in the Introduction on page 2 before deciding to use any alternative service provider.

Financial Support

KCC’s Corporate and Statutory Responsibilities

· To provide training in schools’ statutory responsibilities (most courses are free of charge, but are subject to late cancellation fees).

· Compliance visit which identifies areas of improvement in the management of the school’s resources. 

· To ensure schools’ budgets fulfil statutory requirements of Education and Local Government Finance Acts.

· To support and advise schools on implementing both KCC and externally driven financial initiatives.

· To provide trained staff - finance staff have been professionally trained using a learning and development strategy which meets the IIP standard.

· To provide a framework of effective financial control, according to KCC’s Financial Management Framework, enabling schools to comply with internal and external audit requirements.

· To prepare, co-ordinate and control the overall Children, Families and Education budget process including producing schools’ formulas and co-ordinating monitoring.

· Visit new headteachers to explain the school’s financial responsibilities. 

Schools’ Statutory Responsibilities

· The financial requirements of the DfES and Kent are set out in the Finance Scheme and schools should organise their internal financial systems to comply with these.

· All schools should be able to complete those returns required by KCC as outlined in the ‘Schools Financial Returns’ chapter of the Budget Manual available via www.clusterweb.org.uk

· All schools must operate within the financial control framework as detailed in the “Control” section of the Budget Manual available via www.clusterweb.org.uk.

· Schools must follow the capital guidance as set out in the “Capital” section of the Budget Manual available via www.clusterweb.org.uk

Guidance on Choosing a Financial Support Provider
When choosing a service provider, schools should consider whether the potential provider is able to offer the following:

· Experience in Education financial support, including awareness of the statutory responsibilities of schools and Local Authorities.

· Specific knowledge of the requirements of Consistent Financial Reporting (CFR).

· Knowledge of the school framework.

· Good knowledge of the school’s chosen finance system.

· Sufficient experienced resources to cope with the busy financial periods, sickness and staff turnover.

· Services that represent value for money.  Has the school had other providers to quote and can the school compare the prices on a like for like basis?

Financial Support - Alternative Service Providers

The alternative service provider listed below has been nominated by Kent Schools - KCC is unable to comment upon their quality or suitability.  Schools are advised to refer to the guidance given in this section and in the Introduction on page 2 before deciding whether to use this, or any alternative service provider.  If you wish to contact Kent schools who use the alternative service provider listed below, please refer to Kent Services for Schools for details.  The number of schools who nominated the service provider is given in brackets after the service provider name.  

Pink Accountancy (5)
29 Scott Close, Ditton, Kent, ME20 6QP


Tel: 07941 186446


E-mail: sharon.pink@blueyonder.co.uk

Governor Services

KCC’s Corporate and Statutory Responsibilities

· Termly briefing
All governors, clerks and headteachers receive termly briefing notes and an opportunity to attend a termly briefing meeting to keep them up-to-date with current issues. This gives governors a summary of the considerable amount of legislation and other policy documentation that schools need to take into account if they are to meet the requirements of OfSTED inspectors and parents. Much of the responsibility for implementing the necessary processes is for headteachers but governors have a major role to play in determining strategy and overseeing the way in which schools deliver. 

· Induction
All newly appointed governors are sent a specially prepared pack which includes a copy of DfES national training material to use as a self-learning tool. Most new governors, however, prefer to accept an invitation to attend specific training offered to them by the Governor Training and Development Unit under Package A or B. 

· Clerks to Governing Bodies
All newly appointed clerks are sent a specially prepared pack outlining the processes which they need to follow and giving most of the formal information which they will need. They are offered the opportunity to attend an Induction Session with a Governor Support Officer to explain the role, deal with any queries and make a personal link. Advice and support to clerks is provided via the Governor Support helpline and termly seminars. 

· Governor Helpline
All governors, headteachers and clerks can contact the School Governance Unit for advice, or with queries, regarding procedure or interpretation of the law, either by telephone or dedicated e-mail address. 

· Recruitment
The School Governance Unit assists governing bodies by providing recruitment leaflets, offering advice and taking part in county and national recruitment activities and events. Volunteers are matched to vacancies, wherever possible.

· Long Service Certificates and Annual Awards
On request, retiring governors and clerks who have served their schools for long periods will be issued with certificates to acknowledge their valuable service. There is also an annual awards process to acknowledge the most outstanding contributions made by serving governors. 

· Database Maintenance and Development
Information is held on individual governors, including their terms of office, any specific roles that they hold and the training that they have attended. Information is available to Training and Development Governors, chairs and clerks. 

· Specialist Officers
Officers will attend governing body meetings, by request and where appropriate, to give advice on particular issues. 

· Instruments of Government
Each governing body must have an Instrument of Government. This is prepared, in consultation with the governing body, to take account of current legislation regarding membership and the name of the school. 

· Resource Materials
Governors have access to written, audio and visual materials, by request.

· Guidance on School Management
A copy of the Invicta CD-ROM is sent to every governing body as well as to the headteacher. Section 2 deals with governors roles and responsibilities, and gives statutory information and model policies and processes.
School Governing Body Responsibilities

The main responsibilities of governing bodies are to:

· Help set the school's strategic direction.

· Monitor the school's progress towards its defined priorities.

· Evaluate the impact of school action.

· Secure the accountability of the school in the community.

· Give informed support to the school.

Governor Services - Alternative Service Providers

Schools are advised to refer to the guidance given in this section and in the Introduction on page 2 before deciding to use any alternative service provider.

Grounds Management & Consultancy

KCC’s Corporate and Statutory Responsibilities

· Tree condition survey.

· Grounds condition surveys.

· Playing fields drainage.

Guidance on Choosing a Grounds Management & Consultancy Provider

There is a wide variety of Acts and Regulations which apply to schools that should be taken into consideration when choosing a Grounds Management & Consultancy provider, the majority of which relate to health and safety issues.  Failure to take account of your responsibilities could result in prosecution and claims for compensation.  Listed below are some of the main Acts and Regulations:

· Local Government Act 1988.

· Education Reform Act 1988.

· Health and Safety at Work Act 1974 and Management of Health and Safety at Work Regulations 1992.

· Construction (Design and Maintenance) Regulations 1994 (CDM).

· Control of Substances Hazardous to Health (COSHH) 1994.

· Food and Environment Protection Act 1985.

· The Environmental Protection Act 1990.

· Occupiers’ Liability Acts 1957 (Revised 1984).

· The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1985 (RIDDOR).

· School Standards and Framework Act 1999.

· School Premises Regulations 1999.

· Planning (Listed Buildings and Conservation Areas) Act 1990.

· Tree Preservation Orders.

· Highways Act 1980.

· Planning Conditions.

· Section 215 of the Town and Country Planning Act 1990.

· British Standards - i.e. Play Equipment (BSEN 1176 & 1177).

· Access to Services - Water, Gas, Electricity, Telephone and Sewage.

· Rights of Way.

When choosing a ground management provider or consultant, it is imperative that all relevant insurances are checked beforehand.  For Public Liability and Professional Indemnity, the minimum cover is £5m. References are also recommended.

A comprehensive list of landscape contractors is currently managed by Jacobs UK Ltd and will soon be available on the KCC Contractors Database, which can be accessed through the KCC Property Group website: www.kent.gov.uk/property 
Grounds Management & Consultancy - Alternative Service Providers

The alternative service providers listed below have been nominated by Kent Schools - KCC is unable to comment upon their quality or suitability.  Schools are advised to refer to the guidance given in this section and in the Introduction on page 2 before deciding whether to use one of these, or any alternative service provider.  If you wish to contact Kent schools who use any of the alternative service providers listed below, please refer to Kent Services for Schools for details.  The number of schools who nominated each service provider is given in brackets after the service provider name.  

Abel Landscapes (3)
The Straw Shed, Hulberry Farm, Eynsford, Kent, 
DA4 0JG 


Tel: 08000 284879 / 01322 866888


Website: www.abel-landscapes.com

Jacobs UK Ltd (18)

Miller House, Lower Stone Street, Maidstone, Kent, 

(Appointed KCC 

ME15 6GB                     

Landscape Consultant)
Tel: 01622 666000



Website: www.babtie.com

Payroll

KCC’s Corporate and Statutory Responsibilities

Capita Business Services Ltd currently continues to administer certain statutory returns on behalf of Kent County Council and schools will need to ensure that the deadlines and timescales associated with these are adhered to.

Schools’ Statutory Responsibilities 

Schools who choose to move away from Kent County Council’s payroll provider need to ensure that they, or their payroll provider, are able to submit all information for them in a timescale and format agreed by the various statutory bodies, such as Her Majesty’s Revenue and Customs (HMRC) and Teachers Pensions.

Guidance on Choosing a Payroll Provider

When choosing a payroll provider, schools should also consider other factors in addition to the statutory responsibilities listed above.  Some of these factors are summarised below:

· The correct application of PAYE and NIC regulations.  Expenses should be compliant with current legislation regarding tax, NI and VAT – Payroll Provider should maximise VAT recovery on your behalf.

· Sufficient software functionality to accommodate and apply the various occupational pension schemes.

· Application of the terms associated with the Local Government Pensions Scheme and Teachers Pension Scheme including deductions, payments over and year end returns.

· The ability to correctly apply and reconcile Additional Voluntary Contributions for school staff who contribute to an occupational pension scheme.

· Maintenance of records of expenses payments, benefits and facilities provided for employees falling within the provisions of ICTA 1988 to enable the correct completion and submission of P11d information by statutory deadlines.

· Provision for the correct calculation of Class 1A NIC’s in relation to car, fuel and other benefits in kind.

· The ability to hold Class 1A, Class 1B and Class 1 NIC data in the required format for completion of P11, P14 and P35 returns.

· Correct calculation and payment of all contractual and statutory sickness and maternity payments in accordance with employee eligibility.

· In addition to statutory deductions, there needs to be an ability to deal with other deductions e.g. Attachment of Earnings, Jury Service, etc.

· Retention of records for HM Revenue and Customs and KCC Internal Audit purposes for the required statutory periods.

· The ability to interpret terms and conditions of service and apply in the cases of such things as pay awards and other backdated increases.

· A mechanism to allow emergency and interim payments to be calculated/made outside of the normal processing cycle, e.g. starters missing pay-run.

· The ability to identify, reconcile, report and recover monies incorrectly paid to individual employees.
· Liaise and meet other third party requirements such as mortgage or legal enquiries (in cases of third party accident claims).
· Ensure appropriate functionality to account for and correctly cost payments to employees with more than one contract of service with the school.


· System contingency plans – i.e. down-times, off-site systems, ‘warm’ system

· Voluntary deductions including the payments to 3rd parties for these and cost of new codes.

· Non-contractual payments not specified about and cost of new codes.

· Salary sacrifice arrangements including payments over and cost of new codes.

· Payslip provision or file for payslips if using alternative supplier e.g. KCC Print Services.

· Report for managers / Personnel, e.g. costings, overpayments, etc.

· Interfaces with KCC, managers and third parties.

· Developments, improvements and updates, also corrections to functionality that is not working correctly or as specified.
Payroll - Alternative Service Providers

The alternative service providers listed below have been nominated by Kent Schools - KCC is unable to comment upon their quality or suitability.  Schools are advised to refer to the guidance given in this section and in the Introduction on page 2 before deciding whether to use one of these, or any alternative service provider.  If you wish to contact Kent schools who use any of the alternative service providers listed below, please refer to Kent Services for Schools for details.  The number of schools who nominated each service provider is given in brackets after the service provider name.  

Baxter & Co (11)
Lynwood House, Crofton Rd, Orpington, Kent, BR6 8QE 
Tel: 01689 877081   


Contact: The Payroll Manager

Capita Business Services Ltd 
25-29 London Rd, Sittingbourne, Kent, ME10 1PE 

(80)
Tel: 0870 402 3485


E-mail: donna.palmer@capita.co.uk  


Medway Council Payroll 
Civic Centre, Strood, Rochester, Kent, ME2 4AU 

Services (3)
Tel: 01634 332066


Contact: The Operations Manager                 

Sage Ltd  (3)
North Park, Newcastle upon Tyne, NE13 9AA 

(PAYROLL SOFTWARE 
Tel: 0191 294 3000
ONLY)


University of Teeside 

Payroll Services, Borough Road, Middlesborough,

Enterprises Ltd (3)

Cleveland, TS1 3BA 



Tel: 01642 342153





Contact: The Payroll Manager





Personnel

KCC’s Corporate and Statutory Responsibilities

· Basic advice to governing bodies on which procedures to apply to the appointment and dismissal of staff (this would vary in the case of community, foundation and voluntary aided schools).

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

· Supply costs of 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 any 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.

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.

· Criminal Record Bureau checks for relevant school staff and volunteers.

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

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

· County wide 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 who do not purchase a KCC Personnel, must make arrangements for the activities listed below so that KCC can carry out its statutory responsibilities.

· 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 Criminal Record Bureau checks when employing staff or using volunteers.

· Provide each year the information KCC needs for its mandatory returns, for example the annual return on teachers 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 services has the professional credentials to meet the 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 or voluntary aided schools).

· Notification to Teachers Pensions & 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 standard.
Personnel - Alternative Service Providers

Schools are advised to refer to the guidance given in this section and in the Introduction on page 2 before deciding to use any alternative service provider.

School Library Service

Guidance on Choosing a School Library Service Provider

Schools are advised when choosing a provider to check the following:

Consultancy 

· The provider is working to the School Library Guidelines - Primary (published 2000 by The Library Association) and Secondary (published 2004 by The Chartered Institute of Library and Information Professionals). 

· The provider is working closely with the local library service to ensure a continuity of practices between the school and the public library.

· The provider is aware of current guidelines issued by the School Library Association and OfSTED. 

· INSET is available if required.

· The availability of advice on Library IT systems.

· Response times.

· Provision of materials to reorganise a library, together with costs.

Loan Services

· Currency of the stock.

· The extent of curriculum coverage in the relevant key stages.

· Resources other than books are provided.

· Fiction is provided.

· How often the loans can be exchanged.

· Facilities for teaching staff to visit to select stock.

· Whether mechanisms exist to ensure that the service develops, e.g. consultation with customers, responding to government initiatives and curriculum changes. 

School Library Service - Alternative Service Providers
Possible alternative School Library service providers are listed - KCC is unable to comment upon their quality or suitability.  Schools are advised to refer to the guidance given in this section and in the Introduction on page 2 before deciding whether to use one of these, or any alternative service provider.  

School Library Services

Essex County Council
School Library Service, Unit 3, Atholl Road, Dukes Park,

Industrial Estate, Chelmsford, CM2 6TB



Tel: 01245 542600


East Sussex County Council
School Library Service, Hammonds Drive, Lottbridge 


Drove, Hampden Pk, Eastbourne, W Sussex, BN23 6PW



Tel: 01323 416324 





Telephone:    01622 694208


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


ClusterWeb:	 www.clusterweb.org.uk?servicesforschools
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