
	A-Z of forms and templates
	Pay and benefits
Pay:
· Model Pay Policy for Teachers (Academies) – No docs

· Model Pay Policy for Teachers (City Schools) – No docs

· Pay scales – No docs

· Pay Policy for Support Staff (Single Status) – No docs

Ad Hoc Payments:
· Long Service Award and A/F (to follow)

· Reimbursement of Expenditure – No docs

· Business Travel – Plus 2 docs


[bookmark: _MON_1532238251]
Works Perks:
· Summary of entitlements – No docs


	Flexible working
Changes to working hours:
· Right to Request Flexible Working Policy – No docs

· Working Time Regs and declaration
· Job share arrangements (teachers) – No docs

· Job share arrangement (support) – No docs

Flexible retirement:
· Phased retirement for teaching staff – doc already contains template business case and flowchart in appendices

· Flexible retirement for support staff – contains appendix 1 template for business case 
Plus:


[bookmark: _MON_1532239062]






	A-Z of policies
	Leave
· Annual Holidays – Plus 2 docs



· Equated pay formula – No docs

· Other Leave – No docs

	Raising concerns
· Model Capability Policy – Plus 18 docs


















[bookmark: _MON_1532241870][bookmark: _MON_1532241881][bookmark: _MON_1532241896][bookmark: _MON_1532241908][bookmark: _MON_1532241924][bookmark: _MON_1532241937][bookmark: _MON_1532241953][bookmark: _MON_1532241965][bookmark: _MON_1532241979][bookmark: _MON_1532241997][bookmark: _MON_1532242011][bookmark: _MON_1532242026][bookmark: _MON_1532242042][bookmark: _MON_1532242060][bookmark: _MON_1532242078][bookmark: _MON_1532242092][bookmark: _MON_1532242107]
· Disciplinary Policy – Plus 8 docs








[bookmark: _MON_1532242337][bookmark: _MON_1532242353][bookmark: _MON_1532242438][bookmark: _MON_1532242454][bookmark: _MON_1532242465][bookmark: _MON_1532242484][bookmark: _MON_1532242500]
· Staff Facing Allegations of Abuse – Plus 1 doc


· Grievance Procedure – Plus 12 docs












[bookmark: _MON_1532246107][bookmark: _MON_1532246120][bookmark: _MON_1532246133][bookmark: _MON_1532246145][bookmark: _MON_1532246159][bookmark: _MON_1532246172][bookmark: _MON_1532246189][bookmark: _MON_1532246202][bookmark: _MON_1532246214][bookmark: _MON_1532246230][bookmark: _MON_1532246250]
· Whistleblowing Policy – No docs

· Investigation Guidelines – 2 docs including guidelines themselves which I did not include with policy docs
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	Performance appraisal
· Teachers’ Appraisal Policy – No docs

· Whole School Appraisal Guidance – No docs

	Sickness
· Attendance management policy – Plus 13 docs
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· Return to work form (to follow)

	Contracts and other working arrangements
· Employing Fixed term contract guidance – No docs

· Working Time Regs and declaration form (to follow)
· Agency Worker policy – No docs

· Casual workers


	Recruitment
· Recruitment & Selection Guidance – No docs

· Safer Recruitment Policy – No docs

· DBS on-line and policy – Plus 3 docs



[bookmark: _MON_1532248892]
· Single Central Record – No docs

· Disqualification by Association – No docs

	Leaving the Council
· Flexible retirement support staff – Plus 3 docs



[bookmark: _MON_1532249351][bookmark: _MON_1532249371]
· Phased retirement teaching staff – Plus 2 docs




	Conduct Expectations
· Whole School Code of Conduct – No docs
· Probationary Guidance – Plus 10 docs
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	EMSS
· Link to EMSS pages
	Working Well
· Misuse of alcohol and drugs – Plus 1 doc


· Management of stress in schools – Plus 3 docs




· Domestic Violence – No docs



	Parenthood
Maternity & Parenthood:
· Maternity & Adoption Leave


· FAQs? (to follow)
· Breastfeeding – No docs

· Maternity risk assessment (to follow)
· Paternity and Maternity Support Leave – No docs

· Parental Leave – Plus 2 docs


[bookmark: _MON_1532254388]
· Foster Care – No docs

· Childcare Voucher – No docs

Shared Parental Leave – Plus 15 docs
· Policy
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· Pay Policy


· Guidance




	Training
· Link to Learning Zone
· Courses available 
	Restructures and transfers
· Restructuring principles and redundancy guidelines – No docs

· Change management principles – No docs

	National Terms and Conditions and other reference information
· STPCD 2015 – No docs

· National Conditions for School Teachers in England and Wales (Burgundy Book) – No docs

· Keeping Children Safe in Education (Sept 2016) – No docs


	Induction
· Link to Corporate induction 
	Trade unions
· TU facility time agreement – No docs

· Contact details – No docs

· Other bargaining info? (to check)
	IT, phones and data

	
	Other info
· Newsletters
· Briefing docs
· Contact the employee casework team
	Personnel records
Access to personal records
SCR

	
	
	

	Carol’s notes (no need to include)

	Consult SRCs about TUPE guidance
	Letters, templates, forms – Carolyn/ANOther
	

	Forms and letters
	Identify correct policies – Carol
	

	
	EWB, R&S, SS – Carolyn
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APPENDIX 2


Flowchart


The employee decides to apply for flexible retirement and raises this initially with the head teacher.


(

A review is conducted as to whether a) the employee meets the criteria and b) whether the request can be accommodated by the school.


(

The head teacher liaises with HR to ensure that the reduction equals or exceeds the 20% as outlined in the criteria.


(

Human Resources Request an estimate of pension benefits at the request of the employee.


(

If the head teacher supports the application for flexible retirement and the employee wishes to pursue their application, the head teacher will produce a business case outlining the impact on the school and how this will be managed. This will then be presented to the Governing Body for approval.


(

When the application has been approved by the Governing Body the request is sent to HR with the signed Discretionary Decisions – Retirement form which is completed and sent to the Chief Executive for approval.


(

Once the request has been approved by the Chief Executive this is communicated to the school and the employee. The head teacher then needs to submit relevant details regarding the change in hours and/or grade is sent through to HR Administration for processing.


(

Details regarding the approval are sent through to the Pensions Team at the Gatehouse for processing.


(

Pensions will contact the employee directly regarding their pension benefits and payments.
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MODEL LETTER 2


No Further Action

Private and Confidential


[Name]


[Address]


[Date]


Dear


Re:
Sickness Absence Interview


Following your sickness absence interview on [insert date] in the presence of [insert names of attendees] I am writing to confirm that no further action will be taken at this time.


We discussed the support available [insert details of Employee Assistance Line/referral to Occupational Health etc].


We agreed that you will try and keep your sickness absences under the trigger level and we will meet on [insert date] to review the situation.


Yours sincerely


Senior Management Team/Head Teacher (delete as appropriate)
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MODEL LETTER 3


Issue of First Notification of Concern

Private and Confidential


[Name]


[Address]


[Date]


Dear


Re:
Sickness Absence Interview


Following your sickness absence interview on [insert date] in the presence of [insert attendees] I am writing to confirm that you were issued with a first notification of concern under the school’s Attendance Management Procedure.


[Insert details of discussion and any points put forward by the employee or his/her representative.]

As discussed, particular effort is required from you to reduce your level of absence and failure to do so may ultimately lead to your dismissal for capability due to poor attendance.


As advised, this first notification of concern will remain on file for six months and if your absence has reduced below the trigger level after six months the notification of concern will be regarded as having lapsed.


You may appeal against this notification of concern.  If you wish to exercise that right you must notify me, in writing, within ten working days of the date of this letter stating briefly the grounds of your appeal.  I will arrange for your appeal to be heard by a committee from the governing body.  You may be represented by your trade union or a work colleague. 


Yours sincerely


Senior Management Team/Head Teacher (delete as appropriate)
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MODEL LETTER 4


Invitation to Appeal Meeting

Private and Confidential


[Name]


[Address]


[Date]


Dear


Re:
Sickness Absence Appeal


Further to our meeting on [insert date] and to my letter dated [insert date] informing you of my decision, I understand from your letter dated [insert date] that you wish to appeal against the decision to issue you with a first/second (delete as appropriate) notification of concern under the school’s Attendance Management Procedure.


The appeal will be heard by a committee of the governing body and will take place on [insert date] at [insert time] at [insert location].  You may be represented by your trade union or a colleague.


Yours sincerely


Senior Management Team/Head Teacher (delete as appropriate)
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MODEL LETTER 5 


Confirmation of Result of Appeal Meeting

Private and Confidential


[Name]


[Address]


[Date]


Dear


Re:
Sickness Absence Appeal


I refer to your meeting with the governors of the Staff Dismissal Committee on [insert date] in the presence of [insert attendees].  The meeting was arranged under the school’s Attendance Management Procedure.


At this meeting reference was made to your appeal against the first/second (delete as appropriate) notification of concern issued by the member of senior management/head teacher (delete as appropriate) under the above procedures.  Having considered the information the committee decided (delete as appropriate):


i) not to uphold your appeal and therefore the notification of concern will remain on file.


OR


ii) to uphold your appeal and remove the notification of concern from your file.


Our reasons are [insert reasons].


Yours sincerely


Chair of the Staff Dismissal Committee
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MODEL LETTER 6


Invitation to a Second Meeting after Reaching Trigger Level

Private and Confidential


[Name]


[Address]


[Date]


Dear


Re:
Sickness Absence Interview


Following our meeting of [insert date] when I issued you with a notification of concern under the school’s Attendance Management Procedure, I am writing to inform you that as your sickness absence has remained above the trigger level or you have had further sickness absence (delete as appropriate) you must be formally interviewed again.  You should be aware that this meeting could result in formal action being taken in the form of a second notification of concern.


The purpose of the interview is to discuss your level of sickness absence, the causes of it, identify any support and seek to resolve any issues where possible.  I have attached a copy of your absence record for your reference as well as a copy of the school’s Attendance Management Procedure.


The interview will be held on [insert date] at [insert time] at [insert venue].  You may wish to be represented by your trade union or a work colleague.


Yours sincerely


Senior Management Team/Head Teacher (delete as appropriate)

Enc
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MODEL LETTER 7

Issue of Second Notification of Concern

Private and Confidential


[Name]


[Address]


[Date]


Dear


Re:
Sickness Absence Interview


Following your sickness absence interview on [insert date] in the presence of [insert attendees] I am writing to confirm my decision.


[Insert details of discussion and any points put forward by the employee or his/her representative.]

I have carefully considered all the issues and decided to issue you with a second notification of concern that your sickness absence continues to be a source of concern and that, notwithstanding the reasons for your absence, particular effort is required to reduce your level of absence and failure to do so may lead to dismissal.


The second notification of concern will remain in force for 12 months from the date of the meeting.  I will be reviewing your absence periodically and if your sickness absence has reduced below the trigger level after 6 months, the notification of concern will be regarded as having reduced to the status of a first level notification of concern.  If your sickness absence remains below the trigger level after a further 6 months the notification of concern will be regarded as lapsed and it will be treated as spent.


You are able to appeal against this decision.  If you wish to appeal, you should lodge your appeal in writing within 10 working days of this letter stating briefly the grounds of your appeal.  I will arrange for your appeal to be heard by a committee of the governing body.  You may be represented by your trade union or a work colleague.


[Insert, if appropriate, details of any other agreed action points/support mechanisms to assist employee improve overall attendance levels, e.g. referral to Occupational Health, any changes in hours/duties, agreed monitoring periods, etc.]

Yours sincerely


Senior Management Team/Head Teacher (delete as appropriate)
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MODEL LETTER 8


Invitation to Hearing with the Head Teacher/Staff Dismissal Committee

Private and Confidential


[Name]


[Address]


[Date]


Dear


Re:
Sickness Absence Hearing


For Short-term Sickness Absence


Following our meeting of [insert date] when I issued you with a second notification of concern under the school’s Attendance Management Procedure I am writing to inform you that as your sickness absence has remained above the trigger level or you have had further sickness absence (delete as appropriate) you are required to attend a meeting with the head teacher/governors of the Staff Dismissal Committee (delete as appropriate).


OR


For Long-term Sickness Absence


Following our meeting of [insert date] when we discussed your health.  I warned you that in view of the length of time you have been absent and under the school’s Attendance Management Procedure the head teacher/Staff Dismissal Committee (delete as appropriate) may wish to consider your capability to undertake your duties as a [insert position] in school.  


This meeting has now been arranged and will be held on [insert date] at [insert time] at [insert venue].  Specifically the meeting will consider your sickness absence record and your future employment.  I must warn you that the outcome of the meeting could result in your dismissal from your post as [insert position].


Attached for your information are copies of the documentation that will be considered at the hearing.  If there is any documentation that you would like to submit to the head teacher/Staff Dismissal Committee (delete as appropriate) will you please let me have this by [insert date] so that I can circulate copies.


You have the right to be represented at the meeting by your trade union representative or work colleague.


Yours sincerely


Senior Management Team/Head Teacher (delete as appropriate)
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MODEL LETTER 9


Result of Hearing with the Head Teacher/Staff Dismissal Committee

Private and Confidential


[Name]


[Address]


[Date]


Dear


Re
Sickness Absence Hearing


I refer to the meeting with myself/the Staff Dismissal Committee (delete as appropriate) arranged under the school’s Attendance Management Procedure on [insert date] in the presence of [insert attendees].  The meeting was to discuss your proposed capability dismissal.


[Insert details of discussion and any points put forward by the employee or his/her representative.]

I/The Staff Dismissal Committee (delete as appropriate) considered all the information presented at the meeting and the current medical advice from the school’s Occupational Health advisor.


I am writing to confirm that it was my decision/the decision of the Staff Dismissal Committee (delete as appropriate) to terminate your contract of employment on the grounds of your capability to undertake your duties as a [insert position] at this school due to your absence(s).


My reasons are [insert reasons for dismissal].


I will/I am asking the Head Teacher (delete as appropriate) to notify the LA to terminate your employment on the grounds of capability.


If you wish to appeal against this decision you may do so in writing to me at the above address within ten working days of receipt of this letter stating briefly the grounds of your appeal.  The appeal will be heard by the Dismissal Appeals Committee and you may be represented, if you wish, by your trade union or a work colleague.  If you are successful at appeal, the notice of dismissal will be withdrawn.


Yours sincerely


Head Teacher/Chair of the Dismissal Committee (delete as appropriate)
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MODEL LETTER 10


Notification to the LA to Terminate Contract of Employment


Dear Corporate Director - Children & Families

Termination of Employment 


As required under the Staffing (England) Regulations 2003 I am writing to formally notify you of the termination of the contract of employment for:


Name:


Date of Birth:


NI Number:


Home Address:


Reason for termination:


Please take the necessary steps to terminate the contract of employment within 10 working days and inform me of the last day of employment taking account of the contractual and statutory notice required.


Yours sincerely


Head Teacher

Cc: Director of HR & T


       School’s HR advisor


       EMSS or school’s alternative HR Admin/Payroll provider
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MODEL LETTER 11 


Invitation to Hearing with the Dismissal Appeals Committee

Private and Confidential


[Name]


[Address]


[Date]


Dear


Re:
Sickness Absence Appeal


I refer to the meeting on [insert date] held under the school’s Attendance Management Procedure and to the letter dated [insert date] from myself/the Chair of the Dismissal Committee (delete as appropriate).  I understand from your letter of [insert date] that you wish to appeal against the decision to terminate your contract of employment on the grounds of your capability to undertake your duties as a [insert position] at this school due to your absence.


The appeal will be heard by governors from the Dismissal Appeals Committee and will take place on [insert date] at [insert time] at [insert venue].  You may be represented by your trade union or a work colleague.


Yours sincerely


Head Teacher


APPENDIX 3 Discretionary Decisions.doc
APPENDIX 3


Discretionary Decisions – Retirement Form


This form should be completed for all cases where approval is required from the Chief Executive for an employee to gain early access to their pension benefits.


This would include:


· Flexible Retirement (irrespective of the employee’s age)


· Early/Efficiency Retirement


It does not include ill health retirement which is a separate process.


Section A should be completed and attached to the head teacher’s business case before it is submitted to Human Resources for processing.


Head Teachers are advised that they do not make any promises to employees regarding the decision prior to formal confirmation of approval from Human Resources.


------------------------------------------------------------------------------------------------------------------------------

Section A: (For completion by the head teacher)


		Employee’s Name:

		



		Post Title:

		



		Date of Birth:

		

		Age (at time of retirement):

		



		Continuous service date:

		



		Length of pensionable service:

		Years:

		Months:



		Type of retirement:

		 FORMCHECKBOX 
 Flexible

		 FORMCHECKBOX 
 Early/Efficiency



		Proposed date for retirement:

		



		Reason for proposed date:

		



		For flexible retirements only:



		Current hours/grade:

		Hours:

		Grade:



		Proposed hours/grade:

		Hours:

		Grade:



		Is a copy of the pension estimate attached?*

		 FORMCHECKBOX 
 Yes

		 FORMCHECKBOX 
 No



		Is the business case attached?*

		 FORMCHECKBOX 
 Yes

		 FORMCHECKBOX 
 No





*please note that the form will not be processed within the documents being submitted to Human Resources


Signature of head teacher: 


___________________________________


Print Name: 




___________________________________


Date:





___________________________________


Signature on behalf of the Governing Body:
___________________________________


Print Name: 




___________________________________


Date: 





___________________________________


------------------------------------------------------------------------------------------------------------------------------

Section B: (For completion by Human Resources)


		Recommendation on behalf of the HR Director:



		Support recommendation:

		 FORMCHECKBOX 
 Yes

		 FORMCHECKBOX 
 No



		





Signature of HR Service Partner:


___________________________________


Date: 





___________________________________


------------------------------------------------------------------------------------------------------------------------------

 FORMCHECKBOX 
 Approved


 FORMCHECKBOX 
 Not Approved


Signature of the Chief Executive:


___________________________________


Date: 





___________________________________
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MODEL LETTER 12


Result of Hearing with the Dismissal Appeals Committee

Private and Confidential


[Name]


[Address]


[Date]


Dear


Re:
Sickness Absence Appeal


I refer to your meeting with the governors of the Dismissal Appeals Committee on [insert date] in the presence of [insert attendees].  The meeting was arranged under the school’s Attendance Management Procedure.


At this meeting reference was made to your appeal against the decision of the Staff Dismissal Committee to terminate your contract of employment on the grounds of your capability to undertake your duties as a [insert position] at this school due to your absence(s).


In reaching our decision, we have taken into account the information provided by you and your representative (delete as appropriate) in support of your appeal.


[Insert details of any points put forward by the employee/employee’s representative in support of the appeal, etc].


The committee have decided that the decision to dismiss you on capability grounds stands/be revoked (delete as appropriate).  [Specify if no further action is being taken or what the new management action is].


The reasons are [insert reasons].


You have now exercised your right of appeal and this decision is final.


Yours sincerely


Chair of Dismissal Appeals Committee
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MODEL LETTER 13

Warning Letter in Cases of Long-Term Absence

Private and Confidential


[Name]


[Address]


[Date]


Dear


I refer to our meeting on [insert date] in the presence of [insert attendees].


At the meeting we discussed your current health and I warned you that in view of the length of time you have been absent and under the school’s Attendance Management Procedure the governors of [insert name of school] may wish to consider your capability to undertake your duties as a [insert position] in school and therefore as a result of this, your continued employment.


I realise this is a difficult period of time for you and I would like to reassure you that the school and the Schools HR Adviser  will continue to be in contact with you and offer support.


Yours sincerely


Senior Management Team/Head Teacher (delete as appropriate)
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Attendance Management Procedure – Frequently Asked Questions


People Management Handbook for Schools (PMH4S) – Attendance &


Wellbeing


This guidance has been produced to support Head Teachers or Senior


Management in schools in managing attendance levels and tackling absence.


This document should be read in conjunction with the Attendance & Wellbeing section of the PMH4S on the extranet.

Employee Wellbeing & Support

When should a referral to Occupational Health be contemplated?

There is no definitive time frame of when a referral to Occupational Health should be contemplated. If the referral is due to long term sickness it would be suggested that a referral is undertaken as soon as the school is aware that the employee is likely to be off for 20 or more working days (4 weeks if part time). This may be within the first week of the absence if the employee submits a Fit Note.


It should be noted that a referral to Occupational Health is not solely for employees who are on long term absence. Employees who have a record of short term persistent absences should be referred particularly if the reasons for much of the absence are similar as it may mean an issue within the workplace impacting on their wellbeing which needs to be addressed, or a longer term, underlying health condition.


A decision may be made to refer an employee who does not have high absence levels but is struggling with their duties in the workplace potentially as a result of an underlying medical condition. Advice can be obtained on what adjustments would support the employee in their role and maintain attendance levels.


Does an employee have to attend an appointment with Occupational Health?

The purpose of a referral to Occupational Health is for the school to gain medical advice regarding the employee's current wellbeing and to seek support on adjustments required in the workplace to help facilitate a return to work or to improve attendance levels.


The Green Book (National Agreement on Pay and Conditions of Service) clearly states that;


'An employee shall, if required by the authority at any time, submit to a medical examination by a medical practitioner nominated by the authority'


(Part 3: Other National Provisions section: 4.2)

Therefore an employee must submit to an appointment with Occupational Health if the manager deems a referral as necessary. Employees should be informed that failure to attend an appointment may mean that a decision needs to be made regarding their employment on out of date or limited evidence, thus stressing the importance of obtaining up to date medical information.


This applies to all staff within the school - teaching and support staff.


What can be done to ensure advice obtained from Occupational Health is helpful to the school in terms of providing support for the employee?

When completing the referral form, it is critical that as much information as possible is inserted on the form regarding the employee's position i.e. the environment in which they work, the requirements of the role that they undertaken, any adjustments that have been implemented and any details regarding what issues the employee is having in the workplace in relation to undertaking their role.


It is also important to ask clear and specific questions regarding the information to be considered by the Occupational Health Adviser / Physician, rather than simply asking the standard questions provided on the form. The better the information provided and relevance of the questions, the more accurate and useful the information received from Occupational Health


It is good practice for the form to be completed and shared with the employee before it is submitted for processing. That way the employee has the opportunity to add additional information or ask further questions based on their understanding of their medical condition, taking into consideration the duties of their role. The employee will see the form when they meet with Occupational Health and will be sent the subsequent report. Accuracy and objectivity are key to completing the referral form.


It is also useful for a copy of the employee's job description and person specification, including information about any specific activities the employee is contracted to fulfil, as well as their absence record, to be sent to Occupational Health, with the referral form in order to allow them to generate an understanding of the role requirements, the workplace environment and any trends in their absence record.


What contact should be made with the employee during their absence?

The level of contact with the employee will differ depending on the circumstances of the case. 


The procedures states that regular contact should be maintained throughout the time that the employee is absent. The purpose of the contact is:


· To keep updated with details of the employee's wellbeing; 


· To offer any additional support during the absence; 


· To consider what adjustments will enable an earlier return to work; and 


· To formulate a plan for the return to work (if appropriate).


In most cases it is anticipated that contact will be made by the line manager or head teacher; however, this is not always the case. There may be a dedicated welfare contact in the school, for example, the Assistant/Deputy Head Teacher, or another member of the Senior Management Team. The welfare contact may differ depending on the individual circumstances of the case. Consideration should be made in relation to the nature of the employee's absence and whether it is cited as work related.


It may be that, if the absence is attributable to work, the employee requests that any communication during their absence should be directed through their trade union representative. Whilst this request can be accommodated, it should not be seen as a deterrent to arranging welfare meetings and submitting referrals to Occupational Health.


The method, level and frequency of communication should also be considered depending on the individual case, for example, the employee may request that they are kept informed every week or month on what is happening in the school and would prefer this to be sent via email. However, another employee may request that communication is directed through their trade union representative and that they do not want to be sent school newsletters.


Should the contact be different if the absence is cited as being 'work related'?

As stated above, the contact and the level of communication may differ on a case by case basis. If the absence is work related, it does not necessarily mean that the school should refrain from contacting the employee, but it may mean that an alternative method of communication is adopted e.g. communicating with the employee through their trade union representative.


Return to Work

How long should a phased return to work last?

A phased return to work should usually last a maximum of 4 weeks. However, there may be occasions when 4 weeks would not be sufficient and may need to be extended to 6 weeks. This would be the maximum period and it would be advisable not to exceed this timeframe. A phased return will usually show a stepped return to work, for example, a gradual increase in hours/days and/or duties until their contractual hours are resumed at the end of the period.


It is recommended that the programme for the phased return is drawn up with the employee's input and confirmed in writing to them usually prior to their return to work. 


Do we need to notify HR and Payroll of the phased return?

For a temporary phased return to work, there is no need to notify Payroll and HR Administration providers as there should be no adjustment to their normal contractual pay. All the arrangements should be retained within the school. All correspondence should be copied to the supporting HR Casework provider so that advice is reflective of the details of the case. 


If, after completion of the phased return, longer term changes are requested by the employee that will impact on their pay, these should be processed in the normal way for administrative and pay purposes. 


What pay should the employee receive when on a phased return?

As the phased return is a mechanism for supporting the employee back to work, the individual would receive their normal pay as if they were working their full hours and duties. 


The phased return does not count towards the employees' sickness absence record and records should show the employee as being back at work.


What should a phased return look like on paper?

The purpose of a phased return is to re-introduce them to work after a period of long term sickness absence.


The phased return plan aims to gradually build up the employee's workload, taking them to their normal hours and full time duties within an agreed timescale.


It should be noted that a phased return does not automatically mean that the employee would benefit from a reduction in hours. It may mean that the duties that the employee normally undertakes should be phased in, during which time the employee works their normal hours. However, this would be dependent on their substantive hours and the specific of the case


It is usually the case that both the hours and duties are built up over the four week period with the view that, by week five, the employee is working their usual hours and undertaking their full duties.


The phased return should be planned prior to the employee returning to work. It is advisable that, during the phased return, regular review meetings are convened to discuss the return to work and consider any issues that may have arisen and whether the plan needs to be amended or extended.


At the end of the phased return, a meeting should be convened to confirm whether the employee has now successfully been integrated back into the workplace and is able to undertake their substantive post. At this point, in exceptional circumstances, it may be necessary to consider whether there needs to be an extension to the phased return. It should also be considered whether there is any additional support that can be offered to mitigate against further absences.


What is a Fit Note?

From April 2010, sick notes issued by doctors were replaced with 'Fit Notes'. A Fit Note differs from previous sick notes as consideration is given as to whether an employee can return to work earlier if some basic support is offered by the employer. The aim of the Fit Note is to facilitate a return to work earlier and to help reduce sickness absence levels.


The fit note from the GP states that the employee is fit to return to work if certain adjustments are implemented. Does the school have to allow the employee to return to work if the adjustments recommended are not feasible?

Consideration needs to be made by the school to the advice provided on any Fit Note and discussions should be convened with the employee regarding this advice. Fit Notes focus on the option that an employee 'may be fit to return to work taking into account the following advice'.


If, after careful consideration, the suggested adjustments are not reasonable or not practical in the school and it would be unreasonable to expect the school to adhere to the GP's advice, this should be discussed with the employee and an explanation provided as to why the advice cannot be followed. If this is the case then the Fit Note would be seen as if the GP had advised that the employee is 'not fit for work'. The employee does not need to obtain another Fit Note and would remain absent from work due to sickness.


Can an employee return to work before their Fit Note expires if they feel well enough?

An employee is able to return to work before the expiry of their Fit Note if they feel well enough to return to work.


If there are concerns regarding the employee's health, it may be appropriate for an assessment to be undertaken to highlight any potential risks.


What is a Return to Work Interview (RTWI)?

Following any period of absence, regardless of the length of the absence, a Return to Work Interview (RTWI) should be convened as soon as the employee returns to work. This would ideally be within 48 hours of the employee returning to work, but no later than 5 working days after their return. This is not a formal meeting so there is no right to be accompanied.


The RTWI should focus on the employee's welfare and consider the reasons for their absence and whether any support can be offered by the school to prevent a reoccurrence. The genuineness of the absence should not be questioned at any time.


This meeting would also be the forum for the employee to raise any concerns they have regarding any aspect of their employment that is impacting on their wellbeing.


At the RTWI the employee should be notified as to whether they have 'triggered' in accordance with the procedure and, if they have, explain that they will shortly receive an invitation to an Attendance Management Meeting, where formal action may be considered in accordance with the procedure. A notification of concern should not be issued at the RTWI meeting.


Formal Action 

What are the current trigger levels?

The current trigger levels within schools which have been agreed by the LA and the relevant Trade Unions are:


· 12 days or 4 occasions in the preceding 12 months (i.e. in a rolling year).


The trigger levels are subject to review and may be modified from time to time following consultation with the relevant Trade Unions.


Are trigger levels different for part time employees?

The trigger levels are pro-rated to the number of days worked by individual employees. The number of occasions is not pro-rated. The amount shown above applies to a full time employee, working 5 days per week.


An employee attends work in the morning but then goes home due to sickness. Does this count towards this sickness levels?

For the purpose of the procedure it was agreed with the trade unions that the school day would be classed as two sessions; morning (until lunch time) and afternoon (after lunch time until the end of the school day). 


If an employee attends work in the morning but goes home later in the morning, then only the afternoon session would count as sickness as the employee has attempted to work during the morning and would be recorded as attending work for half a day. If the employee attends work in the morning and leaves early in the afternoon session then no absence would be recorded, for the same reason as above.


In terms of triggers, it should be noted that employees could potentially 'trigger' after 4 sessions have been missed i.e. 4 afternoons. This will need to be considered during the Absence Management Interview as to whether a notification of concern is issued.


What is an Absence Management Interview and when should this be conducted? 

If an employee has 'triggered' under the procedure, the process requires you to invite the employee to an Absence Management Interview (AMI). At the Return to Work Interview (see above), the employee should be notified whether they have 'triggered' in accordance with the procedure, therefore being invited to an AMI should not come as a surprise. The employee should be given 10 working days notice of the date of the meeting and should be advised of their right to be accompanied by a trade union representative or work colleague.


The purpose of the AMI is to establish the facts regarding the absence(s), examine the employee's record, identify any patterns in their absence levels and to try to tackle any workplace issues that are impacting on the employee's wellbeing. There should also be an exploration of what support and guidance is available to the employee i.e. PAM Assist - Employee Assistance Programme, adjustments within the workplace, etc.


At the end of the AMI the manager will need to consider whether it is appropriate to issue a Notification of Concern (NOC). Before making a decision, consideration should be given to the employee's overall attendance record and patterns of absence and any evidence that they have presented in the meeting.


There must be an adjournment before the decision is delivered to the employee to allow sufficient time to consider the information available and decide on the appropriate course of action. Advice can be obtained from the school's HR adviser, if required.


The procedure makes provision for a 1st and 2nd NOC before consideration of dismissal. Employees will have the right to appeal against the issuing of either a 1st or 2nd NOC by putting this in writing within 10 working days of the date that the decision is delivered to the employee. A committee from the Governing Body hear appeals made by employees.


What are notifications of concern (NOC)?

A NOC is a clear indication to an employee who has 'triggered' under the procedure, that particular effort is required to improve their attendance levels and that, for whatever reason, their current attendance levels are not acceptable.


A first NOC is 'live' for a period of 6 months from the date that the employee is informed of the decision. The attendance levels of the employee should be monitored regularly throughout this period and if attendance is satisfactory over the 6 month period the NOC will be considered to have lapsed and will be treated as spent.


If the employee's attendance levels have not improved and the employee has 'triggered' within the 6 month period, a second NOC may be issued. A second NOC is 'live' for a period of 12 months. Again, the attendance levels should be monitored regularly throughout this period by holding review meetings with the employee and if attendance is satisfactory over the first 6 months, the NOC will be reduced to the level of a first NOC. After the second 6 month period, if attendance has improved then the NOC will be considered to have lapsed and will be treated a spent.


If there is further absence within the initial 6 month period, whilst the second NOC is 'live', then dismissal may need to be contemplated, taking into consideration the reasons for the absence, but focusing on the impact of the absence on the school.


Can a notification of concern be issued to an employee who has cited their absence as 'work related'?

All information related to the absence should always be carefully considered. A NOC can be issued regardless of the reasons for the absence, as it conveys to the employee that particular effort is required in order to improve their attendance levels. Therefore, a NOC may be issued to an employee who cites their absence as attributable to their work. 


Long Term Sickness Absence

When does a period of absence become long term?

When the absence is 20 working days (4 weeks) or more then it would be classed as long term sickness absence.


Do you have to wait for an employee's occupational sick pay entitlement to expire before they can be dismissed due to their sickness?

You do not have to wait for the employee's entitlement to occupational sick pay to expire before you contemplate dismissal. If the employee is classed as being on long term sickness, and advice from Occupational Health and/or the employee's GP suggests that the employee is unlikely to be fit to return to work in the foreseeable future, then action may be taken to terminate the employee's contract within the school. 


Consideration should be made as to whether the employee is likely to meet the criteria for ill health retirement, if they are currently paying into the Local Government Pension Scheme or the Teachers' Pension Scheme. Further advice regarding whether they are likely to meet the criteria for ill health retirement can be obtained from Occupational Health, before submitting an 'Ill Health Retirement Referral'.


What should I take into consideration before dismissing an employee for long term sickness absence?

In order to contemplate dismissal you would need to demonstrate the following:


· Strategies to facilitate a return to work and support regular attendance have been considered and discussed with the employee especially in the case of disabled employees; 


· Up-to-date advice from Occupational Health has been obtained and considered; 


· That the absence has an impact on the school; 


· The school has maintained regular contact with the employee and the employee is aware of the procedure and the potential action that may be taken if they are unable to return to work; 


· Advice has been sought from your HR adviser.


Short Term Persistent Absence

An employee has had a high number of short term absences. Can they be dismissed for this?

If an employee has high levels of short term absences then they can be dismissed in accordance with the procedure. In order to dismiss, the employee must have been issued with a 1st and 2nd NOC which must be live at the time the decision is made to dismiss.


If an employee has a live 2nd NOC and they trigger within the first 6 months, then you may decide that the case needs to be referred to the Staff Dismissals Committee to question whether the school can accommodate the high levels of sickness. 


Advice can be sought from the HR adviser, if required.


Maternity Related Absence

Can a pregnant employee be issued with a notification of concern?

A pregnant employee cannot be issued with a NOC if the absences resulting in the trigger are related to their pregnancy.


If the pregnant employee is absent for reasons not related to their pregnancy and this results in the employee reaching a 'trigger', then they can be issued with a NOC, as long as it is clear that the absence is not attributable to the pregnancy.


Does a maternity related absence count towards the employee's sickness absence record?

Any maternity/pregnancy related sickness absence does not count towards the employee's trigger levels, but will be recorded on the employee's sickness absence record.


Disability Related Absence

What are reasonable adjustments?

The Equality Act 2010 highlights that, as an employer, you have a duty of care to make reasonable adjustments within the workplace to support disabled employees to undertake their role. This does not only mean amending the physical building, but extends to all arrangements such as adjusting work hours, altering working patterns and amending sickness trigger levels.


There may be cases when you are uncertain as to whether an employee is covered by the Equality Act 2010. It would be prudent to assume that the employee is covered and to consider what adjustments, if any, are possible to allow them to undertake their role. A referral to Occupational Health may be appropriate to ascertain a view on whether the employee is likely to meet disability requirements of the Equality Act 2010.


It is not be possible to provide an exhaustive list all what reasonable adjustments. However, examples could include:


· Altering the working pattern of the individual; 


· Making adjustments to the premises; 


· Allocating some of the duties to another person; 


· Acquiring or modifying equipment; and 


· Allowing time off during work hours to attend assessments, treatment or rehabilitation.


How can you determine whether an adjustment is reasonable?

In determining whether suggested adjustments are reasonable, the following points should be considered (this list is not exhaustive):


· Whether the adjustments will help to mitigate against the disadvantage - will it work? 


· Whether it is practical for the school to make the adjustments? 


· What the financial and other costs would be to the school in making the adjustments? 


· Any other impact of the adjustments on the school? 


· Whether there is any financial support or assistance available to the school e.g. from Access to Work?


What if there are no reasonable adjustments that can be implemented to help the employee undertake their role within the school?

If it becomes apparent that there are no reasonable adjustments that would allow the employee to take on the requirements of their role, then it could potentially lead to dismissal through the Attendance Management Procedure. However, the school would need to be able to demonstrate that:


· The duties that the employee cannot fill are essential to the job that they are employed to undertake; 


· Alternatives and adjustments have been considered and discussed with the employee; 


· Advice has been obtained from the relevant professionals i.e. Occupational Health, GP and Access to Work; 


· Written records have been kept at every stage of the process; and 


· Redeployment within the school has been considered. 


What is Access to Work?

Access to Work is available to help overcome the problems resulting from disability. It offers practical advice and help in a flexible way that can be tailored to suit the needs of an individual in a particular job. 


Through Access to Work, Job Centre Plus can make a grant towards the approved costs that arise because of an individual's disability and the need to make reasonable adjustments in their workplace. For people who are starting a job, the grant is up to 100% of the approved costs. For those who are already at work, the grant can be up to 80% of approved costs over the first £300. If people have been in the City Council's employment for a long time they may not be eligible for funding, but they can still access advice.


Access to Work can help with paid work, part-time or full time, permanent or temporary. If you have a disabled employee or if you want to recruit someone with a disability, you can contact the Disability Employment Adviser (DEA) through your local Job Centre Plus Office, for further advice. 


The actual application to Access to Work must be made by the individual employee and not by management.


The contact details for Access to Work are provided below:


Post: Access to Work Operational Support Unit


Alexandra House,


377 Cowbridge Road East,


Cardiff 


CF5 1WU


Tel: 02920 423 291


Email: atwosu.cardiff@jobcentreplus.gsi.gov.uk


Can a disabled employee be issued with a notification of concern?

The Attendance Management Procedure ensures that a single approach is taken in managing sickness absence regardless of whether the absence is attributable to a disability. Therefore, employees who do have a disability are not exempt from the procedure and disabled employees can be issued with a NOC if they have triggered and taking into consideration their health issues and any reasonable adjustments.
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Appendix 1

DBS Check Eligibility

Under the Rehabilitation of Offenders Act 1974, a person with a criminal record is not
required to disclose any spent convictions unless the position they are applying for, or are
currently undertaking, is listed as an exception under the act.

Your Legal Responsibility

Before an organisation considers asking a person to make an application for a Disclosure
and Barring Service (DBS) check, they are legally responsible for ensuring that they are
entitled to ask that person to reveal their conviction history.

The information below includes the latest amendments introduced as a result of the
Protection of Freedoms Act 2012 and describes occupations that are known as the
exceptions to the Rehabilitation of Offenders Act 1974. This is not an exhaustive list as
some roles included in the list of exceptions obtain conviction information via other means.

The Ministry of Justice has stated that organisations should not insist that a DBS check
forms part of a recruitment exercise or bid when tendering for contracts, unless the services
provided meet the criteria for an eligible DBS check as defined by the exceptions, as this
would breach employment law.

Standard checks - To be eligible for a standard level DBS check the position must be
included in the Rehabilitation of Offenders Act (ROA) 1974 (Exceptions) Order 1975.

Enhanced checks — To be eligible for an enhanced level DBS check, the position must be
included in both the ROA Exceptions Order and in Police Act Regulations.

Enhanced checks with children’s and/or adults’ barr ed list check(s) — To be eligible to
request a check of the children’s or adults’ barred lists, the position must meet the new
definition of regulated activity. There are a small number of other positions for which you
can also request list checks.

Using the reference numbers

The reference numbers in the tables below are used by DBS as a reference point only for
dealing with enquiries about DBS check eligibility. If you are contacted to confirm eligibility
for a position you must provide full details of the job role and explain how the relevant
legislation supports the application for a DBS check. It is not sufficient to provide a
reference number without supporting evidence.

Please note, as a result of the changes introduced in September 2012, by the
Protection of Freedoms Act 2012, the reference numb  ers have changed significantly.

If you are unsure about whether a position is eligible for a DBS check you should refer to

any guidance provided for the job sector, consider obtaining legal advice on the
requirements to obtain criminal records checks.
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You can also contact the DBS for further advice via email at
customerservices@dbs.gsi.gov.uk; please include the job specification and the roles and
duties of the position.

Positions eligible for DBS checks taken from the Re habilitation of Ref No
Offenders Act 1974 (Exceptions) Order 1975
Any work which is currently defined as regulated activity relating to children 01(a)

within the meaning of Schedule 4 Part 1 of the Safeguarding Vulnerable
Groups Act 2006.

Any work which was defined as regulated activity relating to children within the | 01(b)
meaning of Schedule 4 Part 1 of the Safeguarding Vulnerable Groups Act
2006 before the coming into force of section 64 of the Protection of Freedoms
Act 2012 on 10th September 2012.

Any work which is currently defined as regulated activity relating to adults 02(a)
within the meaning of Schedule 4 Part 2 of the Safeguarding Vulnerable
Groups Act 2006.

Any work which was defined as regulated activity relating to vulnerable adults | 02(b)
within the meaning of Schedule 4 Part 2 of the Safeguarding Vulnerable
Groups Act before the coming into force of sections 65 and 66 of the
Protection of Freedoms Act 2012 on 10th September 2012.

Any office or employment which is concerned with: 03
a) the provision of care services to vulnerable adults.

b) the representation of, or advocacy services for, vulnerable adults by a
service that has been approved by the Secretary of State or created under any
enactment; and which is of such a kind as to enable a person, in the course of
his normal duties, to have access to vulnerable adults in receipt of such
services.

Any work in a regulated position within the meaning of Part 2 of the Criminal 04
Justice & Court Services Act 2000. This does not include those working with
16/17 year olds on work experience.

Any work in a further education institution or 16 to 19 Academy where the 05
normal duties of that work involve regular contact with children.

Any position which otherwise involves regularly caring for, training, supervising | 06
or being solely in charge of children.

Any position which otherwise involves regularly caring for, training, supervising | 07
or being solely in charge of vulnerable adults within the meaning of section 59
of the Safeguarding Vulnerable Groups Act 2006 as it had effect immediately
before the coming into force of section 65 of the Protection of Freedoms Act
2012.

Professions eligible for DBS checks taken from the Rehabilitation of Ref No
Offenders Act 1974 (Exceptions) Order 1975

Healthcare Professional — A person who is regulated by a body mentioned in 08
subsection (3) of section 25 of the National Health Service Reform and Health
Care Professions Act 2002.

Barrister (in England and Wales), solicitor. 09
Chartered accountant, certified accountant. 10
Veterinary surgeon 11
Actuary 12
Registered foreign lawyer 13
Legal executive 14
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| Receiver appointed by the Court of Protection | 15
Offices, employments and works eligible for DBS che cks taken from the Ref No
Rehabilitation of Offenders Act 1974 (Exceptions) O  rder 1975
Judicial appointment 16
The Director of Public Prosecutions and any office or employment in the Crown | 17
Prosecution Service.

Designated officers for: 18

. magistrates’ courts

. justices of the peace

. local justice areas

. justices’ clerks

. assistants to justices’ clerks

Clerks (including deputy and assistant clerks) and officers of the High Court of | 19

Justiciary, the Court of Session and the district court, Sheriff's clerks (including

sheriff’s clerks’ deputy) and their clerks and assistants.

Police constables or persons appointed as police cadets and persons 20

employed for the purposes of assisting constables of a Police Force

established under any enactment; naval, military and air force police.

Any employment within the precincts of: 21

. a prison

. a remand centre

. a removal centre

. a short term holding facility

. a detention centre

. a Borstal institution

. a young offenders institution

. members of boards of visitors (England & Wales)

Traffic wardens 23

Probation officers 24

Any employment or other work which is concerned with the provision of health | 25

services and which is of such a kind as to enable the holder of that

employment or the person engaged in that work to have access to persons in

receipt of such services in the course of his normal duties.

Financial Services position — This means all positions for which the Financial 26

Services Authority or the competent authority for listings are entitled to ask

exempted questions to fulfil their obligations under the Financial Services and

Markets Act 2000.

Those working within an Authorised Payment Institution as: 27

. Directors and managers

. Holders of qualifying holdings

. Controllers of the Authorised Payment Institution

Any occupation which is: 28

. concerned with the management of a place in respect of which the
approval of the Secretary of State is required by section 1 of the
Abortion Act 1967; or,

. carrying on a nursing home in England and Wales in respect of which
registration is required by Section 187 of the Public Health Act 1936 or
Section 14 of the Mental Health Act.

Any employment in the Royal Society for the Prevention of Cruelty to Animals | 29
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(the RSPCA) where the person employed or working, as part of his duties, may
carry out humane killing of animals.

Any office or employment in the Serious Fraud Office. 30
Any office or employment in the Serious Organised Crime Agency (SOCA). 31
. The Commissioners for Her Majesty’s Revenue and Customs and any 32
office or employment in their services
. The Director and any office or employment in the Revenue and
Customs Prosecutions Office
Any employment which is concerned with the monitoring, for the purposes of 33
child protection, of communications by means of the internet.
An individual designated under section 2 of the Traffic Management Act 2004. | 34
Court Positions: 35

. Judges’ clerks, secretaries and legal secretaries within the meaning of
section 98 of the Supreme Court Act 1981(c)
. Court officers and court contractors who, in the course of their work,

have face to face contact with judges of the Supreme Court, or access
to such judges’ lodgings

. Persons who in the course of their work have regular access to personal
information relating to an identified or identifiable member of the
judiciary

. Court officers and court contractors who, in the course of their work,
attend either the Royal Courts of Justice or the Central Criminal Court

. Court security officers and tribunal security officers

. Court contractors who, in the course of their work, have unsupervised

access to court-houses, offices and other accommodation used in
relation to the courts

. Contractors, sub-contractors, and any person acting under the authority
of such a contractor or sub-contractor, who, in the course of their work,
have unsupervised access to tribunal buildings, offices and other
accommodation used in relation to tribunals.

The following persons:

a) Court officers who execute county court warrants

b) High Court enforcement officers

c¢) Sheriffs and under-sheriffs

d) Tipstaffs

e) Any other persons who execute High Court writs or warrants who act under
the

authority of a person listed at (a) to (d)

f) Persons who execute writs of sequestration

g) Civilian enforcement officers as defined in section 125A of the Magistrates’
Courts Act 1980

h) Persons who are authorised to execute warrants under section 125B (1) of
the

Magistrates’ Courts Act 1980, and any other person (other than a constable)
who is authorised to execute a warrant under section 125 (2) of the 1980 Act
i) Persons who execute clamping orders, as defined in paragraph 38(2) of
Schedule 5 of the Courts Act 2003(d)

. the Official Solicitor and his deputy
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. Persons appointed to the office of Public Trustee or deputy Public
Trustee, and officers of the Public Trustee
. Court officers and court contractors who exercise functions in

connection with the administration and management of funds in court,
including the deposit, payment, delivery and transfer in, into and out of
any court of funds in court, and regulating the evidence of such deposit,
payment, delivery or transfer, and court officers and court contractors
who receive payment in pursuance of a conviction or order of a
magistrates' court

People working in the Department for Education or the Office for Standards in
Education, Children’s Services and Skills (Ofsted) with access to sensitive or
personal information about children.

36

A regulated immigration adviser who provides immigration advice or
immigration services under Section 82(1) of the Immigration & Asylum Act
1999(a). This also applies to persons who can act on behalf of and under the
supervision of such a registered person.

37

Staff working within the Office of the Public Guardian with access to data
relating to children and vulnerable adults

38

The Commissioners for the Gambling Commission and any office or
employment in their service.

39

Other activities eligible for DBS checks taken from the Rehabilitation of
Offenders Act 1974 (Exceptions) Order 1975

Ref No

A person living at the premises where a childminding or day care service is
provided or who regularly works on the premises at a time when the
childminding takes place

40

A person living in the same household as a person whose suitability is being
assessed for a position working with children and who lives on the same
premises where their work with children would normally take place

41

Any employment or other work where the normal duties

a) involve caring for, training, supervising, or being solely in charge of persons
aged under 18 serving in the naval, military or air forces of the crown; or

b) include supervising or managing a person employed or working in a
capacity referred to in paragraph (a).

42

For adoption purposes

43

For foster caring purposes

44

Individuals seeking authorisation from the Secretary Of State for the Home
Department to become authorised search officers.

45

For the award of public works contracts, public supply contracts and public
service contracts in accordance with Directive 2004/17/EC and 2004/18/EC of
the European Parliament and of the Council of March 2004(a).

46

Football Stewards, supervisors or managers of football stewards.

47

Approved Legal Services Body Manager

48

Those working for Alternative Business Structures as:

. Head of Finance and Administration of a licensed body approved under
schedule 11 of the Legal Services Act 2007

. Head of Legal Practice of a licensed body approved under schedule 11
of the Legal Services Act 2007

. Owners of a licensed body approved under schedule 13 of the Legal
Services Act 2007

49
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The Commissioner for Older People in Wales, his deputy and any people 50
appointed by the Commissioner, to assist him in the discharge of his functions

or authorised to discharge his functions on his behalf.

Any employment or other work which is normally carried out in premises 51
approved under section 9 of the Criminal Justice and Court Services Act 2000.

Any person who has applied to be granted membership of the Master 52
Locksmiths Association.

For National Lottery licensing purposes 53
Licences eligible for DBS checks taken from the Reh  abilitation of Ref No
Offenders Act 1974 (Exceptions) Order 1975

For the purpose of licensing hackney carriages or private hire vehicle drivers 54
(Taxi driver licences).

For licences issued under Section 25 of the Children & Young Persons Act 55
1933 (This relates to persons under the age of 18 travelling abroad for the

purpose of performing or being exhibited for profit).

For the purpose of licensing under Section 8 of the Private Security Industry 56
Act 2001

Any person or body required to obtain or retain a licence under regulation 5 of | 57
the Misuse of Drugs Regulations 2001 (a) or under article 3(2) of Regulation
2004/273/EC (b) or under article 6(1) of Regulations 2005/111/EC(c).

Police and Crime Commissioners 58
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The Rehabilitation of Offenders Act 1974 enables criminal convictions to become “spent”,
or ignored after a “rehabilitation period”. After this period, with certain exceptions, a
person is not normally obliged to mention it when applying for a job.

The length of a rehabilitation period depends on the sentence given — not the offence
committed. For a custodial sentence, the rehabilitation period is decided by the original
sentence, not the time served. Custodial sentences of more than two and a half years can

never become spent.

Various kinds of employment, occupations and professions are exempted from the Act.
The Exceptions Order overrules the employment rights an ex-offender would otherwise
have in respect of spent convictions. This means that ex-offenders have to disclose
information about spent, as well as unspent convictions when applying for a job that is
exempted. Exempted occupations include work that brings the person into contact with

vulnerable groups such as the infirm, elderly, mentally ill and young people under 18.

Rehabilitation

Rehabilitation

Sentence period for period for
people aged under people aged 18 or
18 when convicted over when

convicted

Prison sentences of 6 months or 3.5 years 7 years

less (1)

Prison sentences of more than 6 5 years 10 years

months to 2.5 years

Borstal (abolished in 1988) 7 years 7 years

Detention centres (abolished in 3 years 3 years

1988)

Fines (2), compensation, 2.5 years 5 years

probation (3), community service

(4), combination (5), action plan,

curfew, drug treatment and

testing and reparation orders

Absolute discharge 6 months 6 months

Notes:

1. Including suspended sentences, youth custody (abolished in 1988) and detention
in a young offender institution (abolished for those under 18 in 2000 and for those

aged 18-20 in 2001).

wn

Even if subsequently imprisoned for fine default.
For people convicted on or after 3 February 1995. These orders are now called

community rehabilitation orders.
4. These orders are now called community punishment orders.

5. These orders are now called community punishment and rehabilitation orders.
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DBS Risk Assessment 

This risk assessment form should be completed in all cases where it is not possible to obtain a valid disclosure certificate prior to a preferred candidate/volunteer commencing work. 


		Name Of Preferred Candidate/Volunteer:

Job title of the post they will undertake:



		Service Area/School:





		Reason for Risk Assessment: ie rationale as to why the person is required to commence in post prior to DBS clearance. 





		Please provide details on the nature of contact with service users of the employment/voluntary role:






		Please provide details of any other relevant information about the individual or the work they are likely to undertake:






		Risks

		Measures Already In Place

		Other Measures To Be Taken

		Residual Risk Rating – High, Medium or Low



		Access to service users



		

		

		



		Ensure that the individual is accompanied by another member of staff who do have DBS clearance.

		

		

		



		Any Other Measures That Are Being Taken To Ensure the Safety of Service Users:






		Date disclosure application issued to the individual: 

		Date disclosure application received by The Recruitment Shared Service:

(Office Use Only)



		I can confirm that a disclosure application has been submitted for the above named individual and that I am now awaiting clearance


Name of Service Director/Head Teacher: (Please Print)



		Signature:

		Date:



		I agree to adhere to the workplace conditions put in place pending my disclosure certificate:

Name Of Individual: (Please Print)



		Signature:

		Date:





Once complete please forward this form along with the individual’s DBS Disclosure Application to: 


Escrecruitment2@leics.gov.uk
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APPENDIX 1


Template for Business Case 


For the attention of the Governing Body 


At: [name] School


From: [head teacher]

Re: Request for Phased Retirement


A request has been made by the following employee to take flexible retirement in accordance with the procedure for the Local Government Pension Scheme. 


Employee: [name]

Position: [title]

[Name] is [age] years old and wishes to make an application for phased retirement with effect from [date]. 


[Name] has been employed by the school since [date].

Impact on School


[The head teacher needs to discuss the impact on the school of the proposed change in hours and/or grade]


Financial Implications


[The school will need to provide details of the pension strain costs by allowing the employee to take phased retirement]


[Details will need to be provided outlining how the costs outlined above will be recouped over a maximum of three years from the date of retirement]


Recommendation


The head teacher, [name] has reviewed the details of the case and supports the request made by the employee.


Signed: [head teacher]


Date: [date]



APPENDIX 2 Flowchart.doc
APPENDIX 2


Flowchart


The employee decides to apply for flexible retirement and raises this initially with the head teacher.


(

A review is conducted as to whether a) the employee meets the criteria and b) whether the request can be accommodated by the school.


(

The head teacher liaises with HR to ensure that the reduction equals or exceeds the 20% as outlined in the criteria.


(

Human Resources Request an estimate of pension benefits at the request of the employee.


(

If the head teacher supports the application for flexible retirement and the employee wishes to pursue their application, the head teacher will produce a business case outlining the impact on the school and how this will be managed. This will then be presented to the Governing Body for approval.


(

When the application has been approved by the Governing Body the request is sent to HR with the signed Discretionary Decisions – Retirement form which is completed and sent to the Chief Executive for approval.


(

Once the request has been approved by the Chief Executive this is communicated to the school and the employee. The head teacher then needs to submit relevant details regarding the change in hours and/or grade is sent through to HR Administration for processing.


(

Details regarding the approval are sent through to the Pensions Team at the Gatehouse for processing.


(

Pensions will contact the employee directly regarding their pension benefits and payments.


APPENDIX 3 Discretionary Decisions.doc
APPENDIX 3


Discretionary Decisions – Retirement Form


This form should be completed for all cases where approval is required from the Chief Executive for an employee to gain early access to their pension benefits.


This would include:


· Flexible Retirement (irrespective of the employee’s age)


· Early/Efficiency Retirement


It does not include ill health retirement which is a separate process.


Section A should be completed and attached to the head teacher’s business case before it is submitted to Human Resources for processing.


Head Teachers are advised that they do not make any promises to employees regarding the decision prior to formal confirmation of approval from Human Resources.


------------------------------------------------------------------------------------------------------------------------------

Section A: (For completion by the head teacher)


		Employee’s Name:

		



		Post Title:

		



		Date of Birth:

		

		Age (at time of retirement):

		



		Continuous service date:

		



		Length of pensionable service:

		Years:

		Months:



		Type of retirement:

		 FORMCHECKBOX 
 Flexible

		 FORMCHECKBOX 
 Early/Efficiency



		Proposed date for retirement:

		



		Reason for proposed date:

		



		For flexible retirements only:



		Current hours/grade:

		Hours:

		Grade:



		Proposed hours/grade:

		Hours:

		Grade:



		Is a copy of the pension estimate attached?*

		 FORMCHECKBOX 
 Yes

		 FORMCHECKBOX 
 No



		Is the business case attached?*

		 FORMCHECKBOX 
 Yes

		 FORMCHECKBOX 
 No





*please note that the form will not be processed within the documents being submitted to Human Resources


Signature of head teacher: 


___________________________________


Print Name: 




___________________________________


Date:





___________________________________


Signature on behalf of the Governing Body:
___________________________________


Print Name: 




___________________________________


Date: 





___________________________________


------------------------------------------------------------------------------------------------------------------------------

Section B: (For completion by Human Resources)


		Recommendation on behalf of the HR Director:



		Support recommendation:

		 FORMCHECKBOX 
 Yes

		 FORMCHECKBOX 
 No



		





Signature of HR Service Partner:


___________________________________


Date: 





___________________________________


------------------------------------------------------------------------------------------------------------------------------

 FORMCHECKBOX 
 Approved


 FORMCHECKBOX 
 Not Approved


Signature of the Chief Executive:


___________________________________


Date: 





___________________________________
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APPENDIX 1


Template for Business Case 


For the attention of the Governing Body 


At: [name] School


From: [head teacher]

Re: Request for Phased Retirement


A request has been made by the following employee to take phased retirement in accordance with the procedure for the Teachers’ Pensions Scheme. 


Employee: [name]

Position: [title]

[Name] is [age] years old and wishes to make an application for phased retirement with effect from [date]. 


[Name] has been employed by the school since [date].

Impact on School


[The head teacher needs to discuss the impact on the school of the proposed change in hours and/or grade]


Recommendation


The head teacher, [name] has reviewed the details of the case and supports the request made by the employee.


Signed: [head teacher]


Date: [date]
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APPENDIX 2
Flowchart

The teacher decides to apply for phased retirement and raises this initially with the head
teacher.

v

A review is conducted as to whether a) the teacher meets the criteria and b) whether the
request can be accommodated by the school.

v

The head teacher liaises with schools payroll provider and pensions section to ensure that the
reduction equals or exceeds the 20% as outlined in the criteria.

v

If the head teacher supports the application for phased retirement, they will produce a business
case outlining the impact on the school and how this will be managed. This will then be
presented to the Governing Body for approval.

v

When the application has been approved by the Governing Body relevant details regarding the
change in hours and/or grade is sent through to payroll provider for processing.

v

The teacher completes form ‘Phased — Application for Retirement Benefits’ and submits this to
HR administration/payroll for processing.

v

HR administration/payroll complete and authorise the form and submit it to Teachers’ Pensions
for processing.

v

Teachers’ Pensions will contact the teacher direct regarding their benefits and payment of
benefits.

v

New contract issued to the teacher by the school.
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APPENDIX A
Equated Pay

1. Equated Pay Calculation

1.1  The calculation to determine your salary uses a percentage to calculate pro
rata annual leave and bank holiday entitlements proportionate to the
number of weeks worked per year:

Working weeks per year X 5 (days per week) . x 100 = percentage of all-year
260.71 (weekdays per year) — equivalent full time holiday salary
and bank holiday entitlement in days (see 2.
below)

1.2  Your total number of weeks’ pay may change as you accrue additional
annual holidays on completion of five and ten years’ service (see 2.
below).

2. Annual Holidays
2.1 As aterm-time only employee, there is no entitlement to take annual leave
during term-time. Payment for annual leave and public holidays is included

in the salary formula (see 1. above).

The full time annual leave entitlement included in the salary formula is a

follows:
Basic entittement | After 5 years’ After 10 years’
service service
At or below scp 30 25 29 32
Above scp 30 27 32 34
Annual leave entitlements are pro rata’d for part time and term time employees

2.2 In addition to your annual holiday entitlement, you will be entitled to 8
public holidays (pro rata for part time/term time employees), which form
part of the calculation in 1. above.

Issued May 2013 (PMHA4S) 7
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APPENDIX 1
National Occupational Standards Framework

The National Occupational Standards describe what an individual needs to do, know and
understand in order to carry out a particular job role or function.

It is impossible to develop standards for each support post in a school within this procedure, as
job requirements in each school will differ. However, it is advisable to refer to standards against
agreed criteria and for certain roles these can be found on the Skills for Business website:
www.ukstandards.org.uk.

The framework below identifies the key areas managers should refer to when setting out
standards of performance to new employees through induction and monitoring during the
probationary period.

» Describe good practice in particular areas of work for that role.

» Set out a statement of competence which bring together the skills, knowledge and
understanding necessary to do the work

Offer a framework for training and development to enable the work to be carried out
effectively.
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APPENDIX 2

Probationary Assessment Form

Completion of this probationary assessment form should be done when the employee has completed 10 weeks and 20 weeks or his/her probationary period. Completion of this form should be done in conjunction with the section entitled Guide to Probationary Service -  Support Staff in the People Management Handbook for Schools (PMH4S) and the Job Description/Person Specification for the probationer’s post.  The assessment should be discussed with the employee and any areas of concern addressed, e.g. training needs, any additional support needed etc at the earliest opportunity.


		Name: (employee)




		Post Title:



		Date of appointment: 




		Date Assessment Due:



		Date of Assessment: 




		



		10 weeks assessment □                                20 weeks assessment □





Following the 10 and 20 week assessment, the completed form, including any agreed action plan/recommendations should be retained in the individual’s personal file. 


If there are concerns about the probationary employee, you should discuss these with the school’s HR advisor at the earliest opportunity.


PROBATIONARY ASSESSMENT SUMMARY


		

		Fully Meets

		Satisfactory

		Does not meet



		1. Quality of work completed with established standards

		

		

		



		2. Quantity of work produced compared with established standards

		

		

		



		3. Amount of supervision required against what would normally be required at this stage in post.(may need to define to employee what constitutes normal)

		

		

		



		4. Range of work undertaken compared with the duties in the job description

		

		

		



		5. Time keeping

		

		

		



		6. Attendance (inc. Sickness Absence)

		

		

		



		7. Attitude to work/customers

		

		

		



		8. Attitude to colleagues / Team working 

		

		

		





Detailed comments, and any agreed support, must be completed on pages 2 and 3.


1. Quality of work


2. Quantity of work


3. Amount of supervision and reasons for high and/or low levels of supervision?


4. Range of work


5. Time Keeping


6. Attendance (inc. Sickness Absence)


No. of Days Sickness Absence………………………………. No. of Occasions…………………….


7. Attitude to work/customers


8. Attitude to colleagues / Team working


Other Comments


When reviewing the probationary employee’s attitude and conduct, full regard must be made of the School’s core values, to uphold the Equality and Diversity Policy, high standards of customer care, and the need to ensure health and safety standards are met. If there are any shortfalls within any of these areas, it must be brought to the employee’s attention and expectations confirmed and agreed. 


Have any conduct issues been identified?
Yes / No


If yes please state:


What action has been recommended / taken?


Any comments that the probationary employee wishes to add;


Please complete recommendation below following 10 and 20 week assessment.


Continuation of employment on completion of a full probationary period is:


Recommended
□



Not Recommended*
□


(At 20 weeks assessment only)


**An extended probationary period of [    ] weeks is recommended

□

* If at the 20 weeks assessment stage (or following an extended probationary period) the probationary employee is not meeting expected standards then a meeting must be convened to decide whether the probationary employee should be dismissed. Please contact HR to discuss in more detail.


** Before agreeing any extensions to probationary period, you must seek advice from HR.


Head teacher’s/Manager’s signature:………………………………………


Date: …………………………………..

Employee’s signature:…………………………………….
Date:……………………………
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APPENDIX 3

PROCEDURE FOR HEARING

Please note that where the disciplinary decision is not delegated to the head teacher the head
teacher might be presenting the case

1. Manager/head teacher presents the case.

2. Questions from employee and/or employer representative to the manager/head
teacher.

3. Questions from the head teacher/staff dismissal committee to the manager/head
teacher.

4. Employee (or representative) presents their case.

5. Questions from the manager/head teacher to the employee and/or representative.

6. Questions from the head teacher/staff dismissal committee to the employee and/or
representative.

7. Manager/head teacher sums up.

8. Employee (or representative) sums up.

9. Both parties withdraw.

10. Head teacher/staff dismissal committee decision. Advice provided by HR advisor. If
there are points of uncertainty on evidence already given both parties will be recalled
notwithstanding that only one of them is concerned with the point giving rise to doubt.

1. All parties reconvene. Decision given.
12. Individual informed of right of appeal within 10 working days of receipt of letter

confirming the decision. Confirmation in writing by the head teacher/ staff dismissal
committee will be sent within 3 working days.
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Model Letter 1

Extension of Probationary Period


Private and Confidential


[Name]


[Address]

[Date]

Dear [Insert Name]

Further to the probationary review meeting held on [insert date] I write to confirm what we discussed.


As you are aware, you are currently on a probationary period which is due to expire on [insert date].

[Insert para. explaining that performance has not improved/still falling short of the required standards despite process gone through with employee.  Outline any measures that have already been put in place to help the employee reach the required standard of performance].

Your appointment was subject to the satisfactory completion of a probationary period [of six months] and, as confirmed at the meeting, I will be extending your probationary period by a further [months/weeks.] 


My reasons for this are: [insert reasons]

A review meeting will be held on [insert date].  Your probationary period will expire on [insert date]. 

A failure to complete a satisfactory probationary period at the end of this period could warrant a recommendation to terminate your contract of employment.

Yours sincerely

[Insert Name]

Manager/Head Teacher (delete as appropriate)

cc
[insert name] Head Teacher/Staff Dismissal Committee (delete as appropriate)



[insert name] – HR Advisor


[insert name] – Trade Union Rep
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MODEL LETTER 2

Outcome of Review Meeting


Private and Confidential


[Name]


[Address]

[Date]

Dear [Insert Name]

Further to the probationary review meeting held on [insert date] I write to confirm what we discussed.


As you are aware, you are currently on a[n extended] probationary period which is due to expire on [insert date].

[Insert para. explaining that performance has not improved/still falling short of the required standards despite process gone through with employee.  Outline any measures that have already been put in place to help the employee reach the required standard of performance].


Your appointment was subject to the satisfactory completion of a probationary period [of six months] and, as confirmed at the meeting, I will not be recommending your continuation of employment in post.  I will be submitting a written report to the Head Teacher/Staff Dismissal Committee recommending [insert management action being proposed i.e. dismissal or other action short of dismissal].

When the Head Teacher/Staff Dismissal Committee has had the chance to consider the content of the report, they will write to you to invite you to a meeting to discuss the management action being contemplated.


You will have the right to be accompanied by a trade union representative or a work colleague at any meeting held as part of this process.


Yours sincerely,


[Insert Name]

Manager/Head Teacher (delete as appropriate)

cc
[insert name] - Head Teacher/Staff Dismissal Committee (delete as appropriate)



[insert name] – HR Advisor


[insert name] – Trade Union Rep
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MODEL LETTER 3


Invite to Formal Interview


Private & Confidential


[Name]


[Address]


[Date]


Dear [Insert Name]

Re:  Capability Meeting


Further to the letter dated [insert date] I am writing to inform you that as there has been no improvement in your performance you are required to attend a meeting as part of the School’s Probationary Policy.

You may wish to be accompanied by your trade union representative or work colleague at the meeting.  The school’s advisor will be in attendance.


The purpose of this meeting is to discuss the information provided by your manager/head teacher (delete as appropriate) and will consider your future employment.


This meeting has now been arranged and will be held on [insert date] at [insert time] at [insert venue].   I must warn you that the outcome of the meeting could result in your dismissal from your post as [insert position].

Attached for your information are copies of the documentation that will be considered at the hearing.  If there is any documentation that you would like to submit to the head teacher/Staff Dismissal Committee (delete as appropriate) will you please let me have this by [insert date] so that I can circulate copies.


Yours sincerely


Head Teacher


Enc


cc
[Insert name] – HR Advisor


[Insert name of employee’s manager]


[Insert name of TU rep (if applicable)]
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MODEL LETTER 4

Notification of Decision - Dismissal


Private & Confidential


[Name]


[Address]


[Date]


Dear [Insert Name]

Thank you for attending the meeting on [insert date] which was held to discuss your proposed dismissal from the school due to an unsatisfactory probationary period.

[Insert details of discussion including any alternatives to dismissal considered (including redeployment options) / any points put forward by the employee and/or their chosen rep].


My/our (delete as appropriate) decision following the meeting (already confirmed verbally to you on [insert date]) is that your employment with the school will be terminated by reason of an unsatisfactory probation period.

My/our (delete as appropriate) reasons are [insert reasons for dismissal].

You are entitled to [insert notice period] notice with your effective date of termination being [insert effective date of termination].  You will receive a letter in due course with further information on final payments and other general matters.

If you have any outstanding annual leave owing to you up to your termination date, you should take this before your last day.

I must advise you that you have the right of appeal against my/our (delete as appropriate) decision.  If you wish to appeal, you must lodge your appeal in writing within 10 working days of the decision first being communicated to you (i.e. by [insert date]).


Yours sincerely

[Insert Name]

Head Teacher/Staff Dismissal Committee (delete as appropriate)

cc
[Insert name] – HR Advisor


[Insert name of employee’s manager]


[Insert name of TU rep (if applicable)
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MODEL LETTER 5

Notification of Decision – Other Action


Private & Confidential


[Name]


[Address]


[Date]


Dear [Insert Name]

Thank you for attending the meeting on [insert date] to discuss the management action proposed as a result of an unsatisfactory probationary period.

[Insert details of discussion including any points put forward by the employee and/or their chosen rep].


My/our (delete as appropriate) decision following the meeting (already confirmed verbally to you on [insert date]) is [insert details of the decision].

My reasons are [insert reasons].

I must advise you that you have the right of appeal against this decision.  If you wish to appeal, you must lodge your appeal in writing within 10 working days of the decision first being communicated to you (i.e. by [insert date]).


Yours sincerely

[Insert Name]

Head Teacher/Staff Dismissal Committee (delete as appropriate)

cc
[Insert name] – HR Advisor


[Insert name of employee’s manager]


[Insert name of TU rep (if applicable)]
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MODEL LETTER 6

Invite to Appeal Hearing

Private & Confidential


[Name]


[Address]


[Date]


Dear [Insert Name]

You have appealed against the decision to terminate your employment with [insert name of school] due to an unsatisfactory probation confirmed to you in writing on [insert date].


I am therefore writing to invite you to attend an appeal meeting to be heard on [insert date] at [insert time]. The meeting will be held at [insert venue].

I will be conducting the appeal meeting with advice and guidance from [insert name] the school’s HR adviosr who will also be in attendance.


You have the right to be accompanied at the appeal meeting by a trade union representative or a work colleague.

[Insert name of head teacher/ Chair of Staff Dismissal Committee who made the dismissal decision] will attend in order to answer any questions which may arise.  You, or the person accompanying you (if applicable), will be entitled to ask any questions and you will be given full opportunity to further state your case.


You must take all reasonable steps to attend the appeal meeting.  If you are unable to attend on the date specified, you should notify me and give the reason for your non-attendance in advance of the meeting.


Yours sincerely

[Insert Name]

Staff Dismissal Appeals Committee


cc
[Insert name] – HR Advisor


[Insert name of employee’s manager]


[Insert name of TU rep (if applicable)]
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MODEL LETTER 7

Notification of Outcome of Appeal


Private & Confidential


[Name]


[Address]


[Date]


Dear [Insert Name]

Following the appeal meeting held at [insert venue] on [insert date], I am writing to confirm my decision.


In reaching my decision, I have taken into account all of the information provided by you and your trade union representative (delete as appropriate) in support of your appeal.


[Insert details of any points put forward by the employee/employee’s representative in support of the appeal, etc.]


I have decided that the decision to dismiss/other action (delete as appropriate) stands/be revoked (delete as appropriate). [Specify if no further action is being taken or what the new management action is].

My reasons are [insert reasons].


You have now exercised your right of appeal and this decision is final.


Yours sincerely

[Insert Name]

Staff Dismissal Appeals Committee


cc
[Insert name] – HR Advisor


[Insert name of employee’s manager]


[Insert name of TU rep (if applicable)]
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APPENDIX B

Guidance for Governing Bodies

a) School leave policies

This section advises governing bodies of the extent of their discretionary powers
with regards to annual leave and some requests for special leave. The leave
arrangements have previously been discussed locally with the trade unions and
were recommended for adoption in the revised policy dated February 2007.
Amendments to leave entitlement and changes to concessionary days in relation
to the implementation of Single Status in schools have been subject to
negotiation with the recognised trade unions.

Governing bodies will need to ensure that their own procedures and policies are
consistent with this policy and ensure that they reflect the revised entitlements.
Governing bodies should ensure that staff are informed of where the policy can
be found and the procedure to be followed when applying for all types of leave,
including holidays.

b) Requests for ‘Other Leave’

Nottingham City Council acknowledges that there may be the need for additional
periods of leave, particularly for compassionate or personal reasons.

The granting of special leave in exceptional circumstances remains a matter for
the governing body and head teacher to determine. Any costs incurred by the
granting of leave will be met by the school.

i) School Support Employees (LGS)

For LGS school support employees, further details of special leave can be
found in ‘Other Leave’ section of the PMHA4S.

In most circumstances, the costs of any leave of absence with pay will be
met by the school.

il) Teachers

In the case of teachers, legislation does not specify an entitlement to
annual leave or special leave. For further information on other leave,
please see the ‘Other Leave’ section of the PMH4S and The Burgundy
Book.

¢) Funding of discretionary special leave

Issued May 2013 (PMHA4S) 8





It is important for governing bodies to bear in mind, when considering requests
for paid leave of absence, that they will have to meet the full costs of this and any
cover from within their budget.

There are some activities, notably time off for trade union duties, where the City
Council may contribute some funding for those representatives, responsible for
negotiating and consulting with the City Council through the Joint Consultative
and Negotiating Committee (JCNC) or Joint Consultative and Negotiating Panel
(JCNP). The City Council cannot guarantee that the full salary costs, or full costs
of supply cover, will be met. This is dependent on finances allocated for TU
facilities time.

Issued May 2013 (PMHA4S) 9
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Appendix 1


Sources of Help and Support Groups

SOURCES OF HELP

		Human Resources

		Advice on all aspects of managing people with substance abuse problems






		Safety Advisors Unit

		For assistance with risk assessment and accident reporting procedure.






		Employee Wellbeing

		Referrals for employees


Arranged by Human Resources






		Mediation Service

		For use where there is a specific need






		Health and Safety Executive

		Infoline – a confidential HSE phoneline


0845 345 0055






		PAM Assist – Employee Assistance Programme

		For employees who feel they would benefit from counselling


Free phone 0800 882 4102 or PAM Assist Website. http://www.pamassist.co.uk





		Teacher Support Network

		Free information, support and counselling for teachers. 24 hours


08000 562 561


http://www.teachersupport.info/





		Trade Union

		See current Trade Union representative list at 


http://nottinghamcity.gov.uk/nottinghamschools/ and selecting Human Reosurces







SUPPORT GROUPS


		Drinkline

		Advice, information and support to anyone concerned with their own or someone else’s drinking


0800 917 8282



		National Drugs Helpline

		24 hour helpline for drug/solvent users, their families, carers and friends


0800 776 600



		The Samaritans

		24 hour helpline for emotional support


0845 7909 090



		Careline

		Telephone counselling service for the general public


020 85141177



		NHS Direct

		24 hour confidential helpline for health concerns


0845 46 47
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APPENDIX 1
Employees Guide to Managing Stress

(This section is contained in a booklet format and is available for
all staff from Human Resources).

WHAT IS STRESS?
The Health and Safety Executive define stress as

“the adverse reaction people have to excessive pressure or other types
of demands placed upon them”.

Stress is part of everyday life and an individual’'s stress level can vary
depending on their tolerance and threshold. However, there is an
important distinction between the beneficial effects of reasonable
pressure and challenge (which can be stimulating and motivating) and
stress, which is the reaction to the demands that a person feels when
they cannot cope at a given time.

THE DUTIES OF YOUR EMPLOYER

The LA and your Governing Body has a duty to ensure that the health
of employees is not harmed by work related stress. In particular they
must:

* Assess the risk to your health from work related stress

* Putin place measures to eliminate, or where that is not possible, to
reduce that risk

e Consult you, either directly or through your trade union about
workplace and organisational changes that are likely to significantly
affect your health and safety.

Your Governing Body’s commitment to addressing stress is confirmed
in the school’s Stress Policy.

YOUR ROLE/RESPONSIBILITIES

You and your colleagues may suffer at sometime in your working life
from stress at work. It is important that you are able to recognise
factors in the workplace which may cause stress. It is also helpful if
you recognise the signs and symptoms of stress in yourselves or
others in order to take positive action.

Legally you have a duty under Section 7 of the Health and Safety at
Work Act 1974 and Regulation 14 of the Management if Health and
Safety at Work Regulations 1999 to take reasonable care of your own





health and safety and that of others who may be affected by your acts
or omission whilst at work.

THE EFFECTS OF STRESS

Different people perceive different events as stressful. Therefore
stress may be experienced as a result of exposure to a wide range of
work demands and this therefore may contribute to an equally wide
range of health issues.

We respond to short-term stress in a number of ways. These
responses allow the body to get rid of built up energies on a regular
basis and the let the body recover and return to normal. These
responses include the heart beating faster, tense muscles, extra
cholesterol and sugar in the blood and slower immune and digestive
responses.

Prolonged stress, or if it is particularly intense can lead to increased
problems with ill health e.g. heart disease, anxiety, depression, high
blood pressure etc. It can also lead to other behaviours that are not
helpful to health such as weight loss/gain, drinking too much caffeine or
alcohol and smoking.

THE SIGNS OF STRESS

Early recognition of the signs of stress is beneficial to all. It is important
to recognise that we demonstrate some of the symptoms of stress at
various times in their life. This does not necessarily mean we are
suffering from stress. The levels of stress we feel will correspond to
the symptoms we experience.

Nausea

Headaches

Fatigue

Shoulders, neck, back pain
Cramps

Chest pain

Palpitations

Weight loss/gain

Smoking

Alcohol — increased drinking
Nail biting

Changes to eating habits
Erratic mood changes
Intolerance and irritability
Withdrawal of social contact

v

Physical Signs

v

Behavioural Sigrs

v

Emotional Signs





6.1

6.2

Low self-esteem

Guilt

Panic

Worrying inappropriately
Reduction in productivity
Increase in error rates
Indecisive/ poor decision making
Deterioration in planning/control of
work

v

Work Related Sigms

Tension/conflict between colleagues

Increase in disciplinary issues
Loss of motivation/commitment
Working longer hours with little
achievement

Erratic/poor timekeeping
Increased absence

Evading deadlines

Lack of concentration

Generally the best way to identify your own or a colleague’s stress is to
be aware of normal performance levels, general demeanour and
behaviour at work. Where there are changes in any of these behaviour
patterns it could be the effects of stress. These signs are often picked
up by other people before we acknowledges them ourselves.

WHAT DO I DO IF | FEEL STRESSED

There are support mechanisms and procedures in school to help you
resolve workplace stress:

Communication

If you feel that there are aspects of your work which are causing you to
feel excessively stressed you should discuss them with your head
teacher/manager who will try and help you resolve the situation.

They may also ask you if you have any problems related to stress,
either as part of performance management/management supervision
sessions or absence control procedures.

If your problems are related to home or are of a personal nature you
may also wish to discuss them with your head teacher/manager. They
may be able to assist with emotional support or practical help such as
compassionate leave.

Your head teacher/manager will treat all your conversations in strictest
confidence.

Seeking Other Support





6.3

You may feel that talking to your head teacher/manager is difficult and
in these circumstances you may wish to contact your trade union
representative for support and advice. They have contacts with their
own support systems, the LA and other outside agencies who they can
approach with you or on your behalf.

The City Council also provides an Employee Assistance Programme
(by BUPA) which can provide a confidential counselling service and
advice on a wide range of issues including stress but also financial
issues, legal issues, bereavement, marital relations, health concerns,
alcohol/drug abuse etc. Details can be obtained from the Employee
Wellbeing service. The service is independent of management and the
only way anyone else will know if you contact them is if you chose to
tell them.

If you are a teacher you may wish to call the Teacher Support Line
which provides free information, support and counselling 24 hours a
day.

Support can also be gained from your GP, the LA, agencies who
provide information and advice in respect of specific issues e.g. Relate.
A full list of these with the contact numbers can be found in the ‘Stress
Pack’.

Individual Strategies

On a personal level it is useful to be able to analyse and examine your
reactions to stress and to be able to reduce the effects as much as
possible. Your chosen methods of reducing stress are as individual as
the causes of it.

There are many things which can help you improve the situation to gain
short-term relief and provide strategies for dealing with on-going stress:

* Be assertive — stand up for yourself

* Develop good points both in yourself and others

* Be positive, see the positive side of yourself and others

* Relaxation — this opposes the stress response and helps the re-
balancing process

* Physical activity — use up the energy created by the stress
response, this helps restore balance and build fithess

« Sleeping well — adopt regular sleep patterns

* Avoid trying things which cause more side effects than the stress
such as alcohol, smoking, caffeine, overeating, aggression

« Eat well — the basis for good health which helps you to handle the
pressure of stress

* Friendships — give the opportunity to talk and share





« Emotional release — laughing, crying and talking helps release
some of the tensions of stress rather than keeping them bottled up
* Appreciate the present rather than dwelling on the past.
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APPENDIX 2
Head Teachers’ / Managers’ Check List

Head teachers and managers may find the following checklist useful in
preventing the root causes of work-related stress and as a basis for written
records:-

Am | familiar with the content of the Stress Policy and the policies | YES/NO
also referred to?

Am | complying with the policy? YES/NO

Do | know where to get further assistance? YES/NO

Do | need further training in any aspects mentioned in the policy? YES/NO

Have | carried out a risk assessment for work-related stress in my | YES/NO
area of responsibility?

Have | consulted with employees and TU safety representatives? YES/NO

Have | carried out a risk assessment for other workplace/activity | YES/NO
risks?

Do | regularly review my risk assessments? YES/NO

Managers may find this checklist useful in dealing with stress cases and as
a basis for written records:-

* Do | know anything about this employee's ability to cope that causes me
concern?

 Have | noticed (or had reported to me) anything about this employee's
behaviour that causes me to think they are not coping?

* Have | talked to the employee about their ability to cope?
* Am | being supportive to the employee?

* Have | taken into account the issues they have raised with me?






Have | reviewed the work-related stress risk assessment in view of this
case?

Have | been able to prevent the risk of stress for this employee?

Have | agreed with the employee what control measures | will put in place
to assist them?

Have | put the control measures in place and set up a system to review
their effectiveness?

Am | monitoring the employee and their ability to cope on a regular basis?
Have | kept detailed notes of the above?

Do | need further assistance from other sections e.g. Human Resources?
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APPENDIX 3
Good Practice Suggestions For Head Teachers / Managers

JOB CONTENT

* Ensure responsibilities and expectations are clear

* Provide a degree of challenge

* Enable people to contribute to decision affecting their jobs
* Ensure job descriptions provide a clear role

* Provide feedback on performance

* Provide a variety in pace and method of task completion

MANAGEMENT STYLE AND STRUCTURE

* Acknowledge and value people’s contribution to the school

* Have clear, well-communicated goals and objectives

» Consistent approach to all employees

» Ensures a balance between responsibility and authority needed to
carry out those responsibilities

» Poor performance is tackled at an early stage with support and
appropriate training

* Regular contact with employees

» Clear reporting responsibilities are communicated and adhered to

TRAINING

» Provide opportunities for professional development

* Committed to training and develop staff

» Assess training and development needs regularly

* Feedback and monitor training and development opportunities and
take-up

» Ensure all staff receive a full induction

MANAGING CHANGE

* Keep those affected by change informed

SUPPORT SYSTEMS

» Encourage staff to maintain a work-life balance

» Ensure staff take appropriate leave

* Ensure confidentiality of those seeking help

» Use existing procedures such as compassionate leave, urgent
domestic leave as appropriate

* Promote the provision of the Employee Assistance Programme and
Teacher Line





* Respond promptly to complaints of bullying, harassment etc

» Grievance, complaints and disciplinary policies should be seen as
fair

* Undertake frank exit interviews with staff leaving the job

PHYSICAL ENVIRONMENT

* Physical layout
* Work areas comply with good practice and H&S guidelines
* Noise levels controlled

EQUIPMENT

» Suitable and sufficient equipment available

* Planned and regular maintenance of equipment

* Equipment places comply with established standards/good practice
* Information, instruction and training are given
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APPENDIX 1 - SMP4


This form must be completed by all pregnant employees and those claiming adoption leave


NOTTINGHAM CITY COUNCIL


NOTIFICATION OF MATERNITY/ADOPTION ABSENCE AND CLAIM FOR SMP/SAP


NOTES


a) You must complete this claim form at least 28 days before you start your maternity leave - usually by the end of the 15th week before your Expected Week of Confinement (EWC)/date of adoption(DOA).


c)
Wherever possible, you should submit Form MATB1/formal notification of adoption with this claim, to your head teacher no later than the 11th week before your EWC.


Payment of SMP will not commence until Form MATB1/confirmation of adoption has been received


You must inform the head teacher immediately should any of the following events occur during your maternity/adoption pay period :


i. You go abroad outside the European Community


ii. You are taken into legal custody


iii. You work after the birth/adoption of your child for an employer who you were not working for in the 15th week before your EWC

Please complete Sections A – D and return to the head teacher


SECTION A


Full Name (BLOCKCAPITALS) 
______________________________________


Home Address and Postcode :
______________________________________


___________________________________________________________________


___________________________________________________________________




Date of Birth :
  ____________________
N. I. Number : 


Position held :
  _______________________________________________________


Place of Work :  _______________________________________________________




Pay Number :




Pay Point :



(below name on pay slip)

SECTION B


1.
Expected date of confinement (EDC)/date of adoption (DOA):  ________________________________


2.
I intend to stop work because of my pregnancy/adoption on : ______________________


3.
Valid maternity certificate MATB1/letter from adoption agency confirming adoption is/is not attached :*
(* delete as applicable)


SECTION C


Please pay me SMP/SAP as follows :


(tick one box only)




1. For 52 consecutive weeks commencing with my 11th week before my EWC

OR




2. For 52 consecutive weeks commencing immediately after I stop work

12 weeks at half pay (if applicable)


3.
Please pay/withhold* my 12 weeks at half pay   (*delete as applicable)


SECTION D


I declare that the information given above is correct.


Signed :
__________________________________________________________


Date :
__________________________________________________________




Tick the box if you have signed on behalf of the employee


SECTION E - to be completed by the payroll provider

I certify that at this date, _____________________________ (name) has been employed 


Continuously by the Authority since __________________________ (date).


Authorised : ___________________________________________


Date :
______________________

Revised September 2013 
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Appendix A

         Nottingham City Council


Application For Parental Leave


This form, once completed, should be returned to the head teacher


Name: ___________________________________________


School: __________________________________________

Job Title: _________________________________________


1. I wish to apply for parental leave from: ________________to _________________


2. I have ______child/ ______ children (please complete relevant number) under the age of eight years or eighteen if disabled.


3. If you are not named on the birth certificate please confirm which of the categories set out below you fall into:


		Category

		Please tick if applicable



		A father who was married to the mother at the time of birth or is registered as the child’s father

		



		A parent who has acquired parental responsibility under the Children Act 1989

		



		A guardian appointed under section 5 of the Children Act 1989

		



		An adoptive parent

		



		A spouse or partner of any of the above who is living with the child

		



		Other parental responsibility as detailed in section 3.

		





4. I confirm that my purpose in requesting leave is for caring for my child/children.


5. I have taken __________ days/weeks parental leave since my child’s last birthday or for adopted children anniversary of placement.


6. I am/am not employed by any other school or department of the Council (please delete as applicable).


7. I understand that any false information that I give on this form may result in disciplinary proceedings being taken against me.


Signed: _______________________________ 


Date: _________________________________ 


Head teacher’s signature as authorisation: __________________________________
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Appendix B

Nottingham City Council


Parental Leave Record


(to be kept on employees personal file)

Name of employee: ______________________________________________


School: _______________________________________________________


Job Title: ______________________________________________________


Notes on completing this card:


* The entitlement is 13 weeks unpaid leave minus any days/weeks taken with a previous employer 


* Parental leave can be taken in 'blocks' of one day. 


* The maximum entitlement is 4 weeks per parental leave year.  

Name of Child: _________________________________________________


Entitlement: ____________________________________________________


Start of parental leave year: _______________________________________


Leave entitlement expires on: ______________________________________

		Date required

		Inclusive date for leave

		Running total of weeks

		Approved by head teacher (Signature and date)

		Approved by chair of Personnel and Pupils Committee (Signature and date)



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		





Name of Child: _________________________________________________       

Entitlement: ____________________________________________________


Start of parental leave year: _______________________________________


Leave entitlement expires on: ______________________________________

		Date required

		Inclusive date for leave

		Running total of weeks

		Approved by head teacher (Signature and date)

		Approved by chair of Personnel and Pupils Committee (Signature and date)



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		





Name of Child: _________________________________________________


Entitlement: ____________________________________________________


Start of parental leave year: _______________________________________


Leave entitlement expires on: ______________________________________

		Date required

		Inclusive date for leave

		Running total of weeks

		Approved by head teacher (Signature and date)

		Approved by chair of Personnel and Pupils Committee (Signature and date)



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		





Name of Child: _________________________________________________


Entitlement: ____________________________________________________


Start of parental leave year: _______________________________________


Leave entitlement expires on: ______________________________________

		Date required

		Inclusive date for leave

		Running total of weeks

		Approved by head teacher (Signature and date)

		Approved by chair of Personnel and Pupils Committee (Signature and date)
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		Declaration Form - Shared Parental Leave

For the purposes of this form, the term 'Mother' applies equally to birth mothers and primary adopters. Likewise, references to 'Maternity' leave or pay apply equally to Adoption leave and pay



		Personal Details


To be completed by the partner of the employee requesting Shared Parental Leave (delete as applicable)

I am the [Mother] / [eligible Partner of the Mother] of the child for which the employee is requesting ShPL



		Full Name

		      



		Address



		      



		National Insurance Number 

		      



		Declaration


I declare that I satisfy or will satisfy all of the following eligibility requirements to enable my partner to take Shared Parental Leave on the dates they have indicated


· I have been employed or been a self-employed earner during at least 26 of the 66 weeks immediately preceding the expected week of childbirth

· I have average weekly earnings of at least £30 for any 13 of those 66 weeks


· At the date of the child's birth, I will have the main responsibility, apart from my partner, for the care of the child

· I consent to the amount of shared parental leave that my partner intends to take

· I consent to your organisation processing the information provided in this form



		If Signatory is the Mother:

· I am entitled to statutory maternity leave, statutory maternity pay or maternity allowance in respect of the child


· I have returned to work before the end of my statutory maternity leave period and curtailed my maternity leave


· I will immediately inform my partner if I no longer meet the requirements to curtail my maternity leave (and pay, if applicable)



		If Signatory is the Eligible Partner:

· I am the Father of the child OR am married to, the civil partner or partner of, the Mother of the child



		Signatures



		Signed (eligible Partner):

		      



		Dated (eligible Partner):

		      



		Signed (Mother):

		      



		Dated (Mother):

		      





This form must be submitted with the Shared Parental Leave eform
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[Sender's name]
[Sender's address]
[Sender's town]
[Sender's postcode]
[Date]


[Recipient's name]
[Recipient's address]
[Recipient's town]
[Recipient's postcode]


Dear [ ]


Thank you for your notice requesting discontinuous periods of shared parental leave and your attendance at a meeting to discuss your request. 

[The organisation agrees to the periods of shared parental leave that you have requested. / Although we were not able to agree to your original request, I am pleased that we were able to reach a compromise.] Your periods of leave will be as follows [adapt as required]:

· Your first period of shared parental leave will start on [date] and finish on [date].


· Your second period of shared parental leave will start on [date] and finish on [date].


· Your third period of shared parental leave will start on [date] and finish on [date].


During each of your periods of shared parental leave, all the terms of your contract of employment, except your salary, will continue.


[Option 1 - employee entitled to statutory shared parental pay

Instead of salary, during [some of] your shared parental leave, you will be paid statutory shared parental pay at the rate set by the Government for the relevant tax year. You will get statutory shared parental pay totalling [number] weeks.


For you, this means that you will be paid as follows [adapt as required]:


· Your first period of shared parental leave, starting on [date] and finishing on [date], will be paid at the statutory rate of [the rate set by the Government for the relevant tax year].


· Your second period of shared parental leave, starting on [date] and finishing on [date], will be paid at the statutory rate of [the rate set by the Government for the relevant tax year] for the first [number] weeks, and the subsequent [number] weeks will be unpaid.


· Your third period of shared parental leave, starting on [date] and finishing on [date], will be unpaid.]

[Option 2 - employee not entitled to statutory shared parental pay

You will not be entitled to statutory shared parental pay during your shared parental leave because [your normal weekly earnings are below the current lower earnings limit for national insurance contributions/you and your partner [have/will have] received the full 39-week statutory pay entitlement during other periods of statutory [maternity/adoption/shared parental] leave].]

If you subsequently wish to cancel one or more periods of shared parental leave or request a variation to the start and/or end dates of any of your periods of shared parental leave, you may do so by giving notice at least eight weeks before the original or new date, whichever is earlier. [The organisation provides a form for you to request a variation to your periods of shared parental leave.]


You are eligible to work for the organisation for up to 20 days of work during your periods of shared parental leave (known as "shared-parental-leave-in-touch" (SPLIT) days) without bringing your shared parental leave to an end and without the loss of a week's shared parental pay (where it is due in that week). For these purposes, work can also include work that you are required to do under your contract of employment and may include training or any activity done for the purpose of keeping in touch with the workplace such as attendance at conferences, appraisals or team meetings.


During your periods of shared parental leave, the organisation may contact you about the possibility of working SPLIT days. You may also write to the organisation to request to work on SPLIT days. However, you are under no obligation to agree to attend work and the organisation is under no obligation to offer you SPLIT days. It is entirely your decision and you will not be subjected to any form of detriment if you do not wish to agree to work SPLIT days.


In any event, the organisation reserves the right to maintain reasonable contact with you from time to time during your shared parental leave. This may be to discuss your plans for return to work, to discuss any special arrangements to be made or training to be given to ease your return to work or simply to update you on developments at work in your absence.


If you have any questions about any aspect of your shared parental leave entitlement, please do not hesitate to contact me.


Yours sincerely


[ ]


© Reed Business Information
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[Sender's name]
[Sender's address]
[Sender's town]
[Sender's postcode]
[Date]


[Recipient's name]
[Recipient's address]
[Recipient's town]
[Recipient's postcode]


Dear [ ]


Thank you for your notice requesting a continuous period of shared parental leave. I can confirm that you are entitled to take the period of shared parental leave requested. Your period of leave will commence on [date] and finish on [date].


During your period of shared parental leave, all the terms of your contract of employment, except your salary, will continue.


[Option 1 - employee entitled to statutory shared parental pay

Instead of [salary/wages], during [some of] your shared parental leave, you will be paid statutory shared parental pay at the rate set by the Government for the relevant tax year. Your statutory shared parental pay period will commence on [date] and end on [date].


[Option 2 - employee not entitled to statutory shared parental pay

You will not be entitled to statutory shared parental pay during your shared parental leave because [your normal weekly earnings are below the current lower earnings limit for national insurance contributions/you and your partner [have/will have] received the full 39-week statutory pay entitlement during other periods of statutory [maternity/adoption/shared parental] leave].]

If you subsequently wish to cancel the leave or request a variation to the start and/or end date of your period of shared parental leave, you may do so by giving notice at least eight weeks before the original or new date, whichever is earlier. The organisation provides a form for you to request a variation to your periods of shared parental leave.

You are eligible to work for the organisation for up to 20 days of work during your period of shared parental leave (known as "shared-parental-leave-in-touch" (SPLIT) days) without bringing your shared parental leave to an end and without the loss of a week's shared parental pay (where it is due in that week). For these purposes, work can also include work that you are required to do under your contract of employment and may include training or any activity done for the purpose of keeping in touch with the workplace such as attendance at conferences, appraisals or team meetings.


During your period of shared parental leave, the organisation may contact you about the possibility of working SPLIT days. You may also write to the organisation to request to work on SPLIT days. However, you are under no obligation to agree to attend work and the organisation is under no obligation to offer you SPLIT days. It is entirely your decision and you will not be subjected to any form of detriment if you do not wish to agree to work SPLIT days.


In any event, the organisation reserves the right to maintain reasonable contact with you from time to time during your shared parental leave. This may be to discuss your plans for return to work, to discuss any special arrangements to be made or training to be given to ease your return to work or simply to update you on developments at work in your absence.


If you have any questions about any aspect of your shared parental leave entitlement, please do not hesitate to contact me.


Yours sincerely


[ ]


© Reed Business Information
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Appendix 1 – Flowchart Summarising the Capability ProcedureAction Under Capability procedure Ends, Appraisal process starts

Performance Remains a concern

If FWW issued at (ii)

If warning other than FWW issued at (ii)

improvement

Either a warning or FWW issued

Insufficient progress/improvement 

FWW issued*

Key

*=Right of Appeal applies

Acceptable progress/

improvement

Acceptable progress/

improvement

Insufficient grounds for pursuing capability procedure

Alternative Employment Within Service

(i) Informal Capability Meeting & Review Period

(Section 8)

(ii) Formal Capability Meeting

(Section 9)

Monitoring & Review Period (4 – 8 weeks) (Section 10)

(iii) Formal Review Meeting

(Section 11)

(iv) Decision Meeting

(Section 12)

Monitoring & Review Period (4 – 8 weeks)

(Section 10)

Acceptable progress/

improvement

(v) Capability Hearing

(Section 13)

Dismissal with Notice

(Section 14)

Right of Appeal (Section 15)



Model Capability Policy for School Employees (PMH4S) V1 November 2014

© Nottingham City Council 
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[Sender's name]
[Sender's address]
[Sender's town]
[Sender's postcode]
[Date]


[Recipient's name]
[Recipient's address]
[Recipient's town]
[Recipient's postcode]


Dear [ ]


Thank you for your notice requesting discontinuous periods of shared parental leave and your attendance at a meeting to discuss your request.

Unfortunately, the organisation cannot agree to the periods of shared parental leave that you have requested and we were unable to reach a compromise. You requested periods of leave as follows [adapt as required]:


· You have requested that your first period of shared parental leave will start on [date] and finish on [date].


· You have requested that your second period of shared parental leave will start on [date] and finish on [date].

· You have requested that your third period of shared parental leave will start on [date] and finish on [date].


Having given the matter thorough consideration, I regret that the organisation is unable to accommodate your proposed pattern of shared parental leave. The [reason/reasons] for this [is/are] set out below.


This pattern of shared parental leave would [adapt as required]:


· [have a detrimental effect on the organisation's ability to meet its customers' demands;


· have a detrimental effect on the organisation's ability to complete [details of project];


· create unacceptable difficulties for the organisation as it [would be/has been] unable to make arrangements to reorganise your work among other staff;


· create unacceptable difficulties for the organisation in finding suitable cover for you during your absences; 


· be inappropriate due to planned structural changes.]

The reason why this is relevant to your request for discontinuous periods of shared parental leave is [explain further why the employee's request is not workable].


You can still take the leave as one continuous period of leave. To do so, you must choose a start date no sooner than [date that is eight weeks from the date on which the period of leave notice was originally given]. You must notify the organisation of that date by [date that is five days after the end of the two-week discussion period]. If you do not choose a start date by this date, the period of continuous leave will start on [date of the first period of leave requested in the period of leave notice].


You can also withdraw your period of leave notice requesting discontinuous periods of leave, as long as you do so no later than [date that is 15th day after the period of leave notice was submitted]. A notice for discontinuous leave that has been withdrawn before it is agreed does not count towards the three requests for shared parental leave that you can make. 


If you have any questions about any aspect of your shared parental leave entitlement, please do not hesitate to contact me.


Yours sincerely


[ ]


© Reed Business Information
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[Sender's name]
[Sender's address]
[Sender's town]
[Sender's postcode]
[Date]


[Recipient's name]
[Recipient's address]
[Recipient's town]
[Recipient's postcode]


Dear [ ]


Thank you for your notice requesting the following discontinuous periods of shared parental leave [adapt as required]:


· You have requested that your first period of shared parental leave will start on [date] and finish on [date].

· You have requested that your second period of shared parental leave will start on [date] and finish on [date].

· You have requested that your third period of shared parental leave will start on [date] and finish on [date].

We would like to discuss your request with you to see how your proposed pattern of shared parental leave might work in practice, and also to discuss the potential implications of your suggested pattern of shared parental leave. I would like to invite you to attend a meeting with me on [date] at [time]. You may, if you wish, bring a colleague or trade union representative with you to the meeting.

We will endeavour to grant your request where possible, but we will also need to consider the effects of your proposed pattern of shared parental leave on the organisation, the work of your department and your colleagues. It would be helpful if you are willing at the meeting to discuss possible alternatives to the pattern of leave that you have requested with a view to seeking a compromise arrangement that suits both parties (if this is necessary).


Following the meeting, a decision will be made on the feasibility of your requested pattern of shared parental leave and the decision will be communicated to you in writing by [date]. If we cannot agree to your original request or a compromise arrangement by [date that is two weeks from the date period of leave notice was submitted], you will still have the opportunity to take the leave as one continuous period of leave.


You can also withdraw your period of leave notice requesting discontinuous periods of leave, as long as you do so by [date that is 15th day after the period of leave notice was submitted]. A notice for discontinuous leave that has been withdrawn before it is agreed does not count towards the three requests for shared parental leave that you can make.


If you have any questions about the meeting or any aspect of your shared parental leave entitlement, please do not hesitate to contact me.


Yours sincerely


[ ]


© Reed Business Information
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All relevant sections of this form are to be completed by the employee.  


PLEASE USE BLOCK CAPITALS IN ALL SECTIONS

**The following fields are mandatory and are to be completed in all cases

EMPLOYEE DETAILS**

		SURNAME: 

		     

		FORENAME:

		     





		ASSIGNMENT NUMBER:

		     





		JOB TITLE

		     





SHARED PARENTAL LEAVE IN TOUCH DAYS INFO**

		DATE EMPLOYEE UNDERTOOK WORK

		     





		HOURS OF WORK TO BE PAID FOR 

		     





		EMPLOYEE NAME

		     

		DATE

		     





		EMPLOYEE SIGNATURE

		     





		MANAGERS NAME

		     

		DATE

		     





		MANAGERS SIGNATURE 

		     





		The information contained in/on this document/form is confidential and may also be privilege.  It is for exclusive use of the addressee/s. This information is used solely to enable Nottingham City Council to perform its obligations under contracts of employment.  If you are not the addressee, please note that any distribution, copying, or use of this message and information is prohibited.  If you receive this information in error, please advise the sender immediately and delete/destroy it immediately.


Version 1 June 2013

		Please return completed form and return to:


escservicedesk@eastmidlandssharedservices.org







Notification of Shared Parental Leave in Touch (SPLIT) Days
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Shared Parental Leave – Case Studies

Case Study 1

Akilah has worked for the Council for 10 years and is due to have a child in late November. Her husband has worked as a manager for a large department store for the last 3 years. Akilah has a high profile project starting in the following March that she really wants to remain involved in. 

As they are both eligible for shared parental leave (SPL) and statutory shared parental pay (ShPP), Akilah decides to curtail her maternity leave after 18 weeks (once her contractually enhanced pay ends), allowing her to return to work in time to be involved in the project, whilst her husband will take the remaining 34 weeks of leave and 21 weeks of pay as shared parental leave and pay.

Case Study 2

Sarah has worked for Nottingham City Council for 3 years, and is due to have a baby in 3 months time, so she qualifies for maternity leave and pay. Her husband is a self-employed builder, and as such satisfies the employment and earnings test.

Sarah is, therefore, entitled to shared parental leave (SPL) and statutory shared parental pay (ShPP), but her husband does not qualify as despite satisfying the employment and earnings test he is not an employee. However, Sarah decides that because shared parental leave gives her more flexibility, that she will give her manager notice to end her maternity leave and pay after 18 weeks (once her contractually enhanced pay ends) and provides a notice of entitlement & intention to take discontinuous blocks of shared parental leave for the remaining 34 weeks.


Case study 3

Martin works for the City Council, and has done so for a year. His partner Mary, who is expecting, is an agency worker, and although not entitled to maternity leave is eligible for maternity allowance.

Although Mary would not qualify for shared parental leave or pay as she is not an employee, Martin will as he is an employee with over 26 weeks continuous service and his partner is entitled to maternity allowance. Martin submits a Notice of Entitlement and Intention and a Period of Leave notice informing his manager that his wife has given notice to end her maternity allowance after 12 weeks, and that he will be taking the remaining 40 weeks SPL and 27 weeks ShPP in one continuous block from the 13th week after their baby is born.

Case Study 4

Clare and Susan have both worked for the City Council for over 3 years. They already have 3 children and now Susan is expecting twins. As both parents are eligible for shared parental leave and pay, they have decided that they want to arrange their maternity, paternity and shared parental leave so that they can care for all their children together.


They decide that Susan, the birth mother, will take 18 weeks maternity leave (when her contractually enhanced pay ends) leaving 34 weeks of leave to be converted into SPL. Clare will take her 2 weeks paternity leave at the time of the birth followed immediately by shared parental leave. By taking the leave concurrently Susan can care for the new babies, whilst Clare looks after the older children.
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Step One 
Becoming aware of a pregnancy or adoption match



Employee

Decide if they wish to take SPL & identify whether they are eligible
Consider what leave arrangements work best, and when maternity/adoption leave and pay (if applicable) will be curtailed





Manager
(if aware)

Provide the employee with the policy, guidance and relevant forms
Start early discussions with the employee around their intentions and other leave options



Step Two
Deciding to take SPL 



Step Three 
Notification of leave



Step Four
Outcome



Employee
Provide 8 weeks notice to curtail maternity/adoption leave & pay (if applicable)
Submit a Notification of Entitlement form 8 weeks prior to the first absence





Manager

Start informal discussions with the employee around their intentions
Consider the impact of the booking & how the absence will be covered.
Keep a copy of the Notice to Curtail Leave & Notice of Entitlement & Intention (incl any variations) on local file




Employee
Provide 8 weeks notice of a period of leave
(this must be repeated for each individual period of absence if discontinuous leave is agreed)

Discontinuous leave request
Attend meeting with manager to discuss intentions & agree an outcome. 
If unhappy with the outcome, withdraw notification no later than 15 days after the original request was submitted.





Manager
If discontinuous leave requested: Invite employee to a meeting within 10 working days to discuss intentions, agree an outcome & confirm outcome in writing
If continuous leave requested: confirm the leave in writing
Discuss intentions with the employee in regard to SPLIT days, reasonable contact during SPL, annual leave etc
Notify EMSS using the SPL E-Form.



Employee
Begin Shared Parental Leave 
OR
Provide 8 weeks notice to vary/cancel leave period (NB: this will count towards the 3 notifications allowed)





Manager
Ensure that cover is in place and/or handover has happened
Maintain reasonable contact with the employee (as agreed in step 3)
OR
Consider notification to vary/cancel – if employee has used all 3 notifications then no obligation to agree.
Notify EMSS of any variation



Shared Parental Leave Flow Chart
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		Shared parental leave: maternity leave curtailment notice

For the purposes of this form, the term ‘Mother’ applies equally to birth mothers and primary adopters. Likewise, references to ’Maternity’ leave or pay apply equally to Adoption leave & pay.



		Name of employee:

		 



		Job title:

		      



		Assignment Number:

		     



		I wish to bring my [ordinary/additional] maternity leave [and statutory maternity pay] to an end to be able to take shared parental leave. I have also completed a [form providing a notice of entitlement and intention to take shared parental leave /declaration that my partner has provided a notice of entitlement and intention to take shared parental leave to his/her employer and that I consent to the amount of leave that he/she intends to take].



		I wish to end my [ordinary/additional] maternity leave on:

		      



		I wish my statutory maternity pay period (if applicable) to end on:

		      



		Signed:

		      



		Dated:

		      



		Notes

You should complete and submit this form alongside the organisation's Form for a mother to provide a notice of entitlement and intention or the declaration that your partner has provided a notice of entitlement and intention to take shared parental leave to his/her employer and that you consent to the amount of leave that he/she intends to take.


Please think very carefully before you submit this form. Once the form is submitted, you can withdraw your maternity leave curtailment notice only in limited circumstances.


The date on which you end your maternity leave must be at least:


· 8 weeks after the date on which you provide this notice to the organisation;


· 2 weeks after you give birth; and


· 1 week before what would have been the end of your additional maternity

 leave





		The information contained in/on this document/form is confidential and may also be privilege.  It is for exclusive use of the addressee/s. This information is used solely to enable Nottingham City Council to perform its obligations under contracts of employment.  If you are not the addressee, please note that any distribution, copying, or use of this message and information is prohibited.  If you receive this information in error, please advise the sender immediately and delete/destroy it immediately.


Version 5 April 2015

		Please return completed form to:


Your Line Manager


© Reed Business Information







[image: image2.jpg]" Nottingham

7 City Council





_1282464168.bin




image93.emf
SPL Notice of  entitlement and intention (mother).doc


SPL Notice of entitlement and intention (mother).doc
PAGE  

1

[image: image1.png]> Human Resources




[image: image1.png]



		Shared parental leave: notice of entitlement and intention (mother)

For the purposes of this form, the term ‘Mother’ applies equally to birth mothers and primary adopters. Likewise, references to ’Maternity’ leave or pay apply equally to Adoption leave & pay.



		Name of employee:

		      



		Job title:

		      



		Assignment Number:

		     



		I wish to provide the organisation with an initial indication of my proposed shared parental leave, as well as the required declarations from myself and my partner.



		Section A: information to be provided by employee



		My partner's name is:

		      



		My maternity leave [started/is expected to start] on:

		      



		My maternity leave [ended/is expected to end] on:

		      



		My [child's expected week of birth is/child was born on]:

		      



		The total amount of shared parental leave my partner and I have available is:

		      



		I intend to take the following number of weeks' shared parental leave:

		      



		My partner intends to take the following number of weeks' shared parental leave:

		      



		I intend to take shared parental leave on the following dates (please include the start and end dates for each period of leave that you intend to take):

		      



		The total amount of shared parental pay (if applicable) my partner and I have available is:

		      



		I intend to take the following number of weeks' shared parental pay (if applicable):

		      



		My partner intends to take the following number of weeks' shared parental pay (if applicable):

		      



		I intend to take shared parental pay on the following dates (if applicable):

		      



		Section B: declaration to be completed by employee



		I [satisfy/will satisfy] the following eligibility requirements to take shared parental leave:



		I [have/will have] 26 weeks' continuous employment ending with the 15th week before the expected week of childbirth and, by the week before any period of shared parental leave that I take, I will have remained in continuous employment with the organisation

		      



		At the date of the child's birth, I [have/will have] the main responsibility, apart from my partner, for the care of the child

		      



		I am entitled to statutory maternity leave in respect of the child

		      



		I have [complied with the organisation's maternity leave curtailment requirements/returned to work before the end of my statutory maternity leave period], and will comply with the organisation's shared parental leave notice and evidence requirements

		      



		The information that I have provided is accurate

		      



		I will immediately inform the organisation if I cease to care for the child

		      



		Section C: declaration to be completed by employee's partner



		My name is:

		      



		My address is:

		      



		[My national insurance number is/I do not have a national insurance number]:

		      



		I [satisfy/will satisfy] the following eligibility requirements to enable the mother to take shared parental leave:



		I have been employed or been a self-employed earner in at least 26 of the 66 weeks immediately preceding the expected week of childbirth

		      



		I have average weekly earnings of at least £30 for any 13 of those 66 weeks

		      



		At the date of the child's birth, I [have/will have] the main responsibility, apart from the mother, for the care of the child

		      



		I am the father of the child, or am married to, the civil partner of, or the partner of, the mother

		      



		I consent to the amount of shared parental leave that the mother intends to take

		      



		I consent to your organisation processing the information provided in this form

		      



		Section D: signatures



		Signed (mother):

		      



		Dated (mother):

		      



		Signed (partner):

		      



		Dated (partner):

		      



		Notes

The start date of the first period of shared parental leave that you wish to take must be at least eight weeks after you have provided this notice. Shared parental leave must be taken in blocks of at least one week.


This notice is to allow the organisation to check that you are entitled to shared parental leave and to provide the organisation with an initial indication of the shared parental leave pattern that you wish to take. The notice is not binding and you must give the organisation a period of leave notice at least eight weeks before the first period of shared parental leave in that notice that you wish to take. Any periods of shared parental leave that you indicate in this notice can be changed at a later date by giving the organisation a variation notice.
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		The information contained in/on this document/form is confidential and may also be privilege.  It is for exclusive use of the addressee/s. This information is used solely to enable Nottingham City Council to perform its obligations under contracts of employment.  If you are not the addressee, please note that any distribution, copying, or use of this message and information is prohibited.  If you receive this information in error, please advise the sender immediately and delete/destroy it immediately.


Version 5 April 2015

		Please return completed form to:


Your Line Manager

© Reed Business Information
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		Shared parental leave: notice of entitlement and intention (partner)

For the purposes of this form, the term ‘Mother’ applies equally to birth mothers and primary adopters. Likewise , references to ’Maternity’ leave or pay apply equally to Adoption leave & pay.



		Name of employee:

		      



		Job title:

		      



		Assignment Number:

		     



		I wish to provide the organisation with an initial indication of my proposed shared parental leave, as well as the required declarations from myself and the mother.



		Section A: information to be provided by employee



		The mother's name is:

		      



		The mother's maternity leave [started/is expected to start] on:

		      



		The mother's maternity leave [ended/is expected to end] on:

		      



		The mother [received/is expected to receive] the following periods of [statutory maternity pay/maternity allowance]:

		      



		My [child's expected week of birth is/child was born on]:

		      



		The total amount of shared parental leave the mother and I have available is:

		      



		I intend to take the following number of weeks' shared parental leave:

		      



		The mother intends to take the following number of weeks' shared parental leave:

		      





		I intend to take shared parental leave on the following dates (please include the start and end dates for each period of leave that you intend to take):

		     



		The total amount of shared parental pay (if applicable) the mother and I have available is:

		      



		I intend to take the following number of weeks' shared parental pay (if applicable):

		      



		The mother intends to take the following number of weeks' shared parental pay (if applicable):

		      





		I intend to take shared parental pay on the following dates (if applicable):

		      



		Section B: declaration to be completed by employee



		I declare that I [satisfy/will satisfy] the following eligibility requirements to take shared parental leave:



		I [have/will have] 26 weeks' continuous employment ending with the 15th week before the expected week of childbirth and, by the week before any period of shared parental leave that I take, I will have remained in continuous employment with the organisation

		      



		At the date of the child's birth, I [have/will have] the main responsibility, apart from the mother, for the care of the child

		      



		I will comply with the organisation's shared parental leave notice and evidence requirements

		      



		The information that I have provided is accurate

		      



		I am the father of the child, or am married to, the civil partner of, or the partner of, the mother

		      



		I will immediately inform the organisation if I cease to care for the child or if the child's mother informs me that she has revoked the curtailment of her maternity leave or pay period

		      



		Section C: declaration to be completed by the mother



		My name is:

		      



		My address is:

		      



		[My national insurance number is/I do not have a national insurance number]:

		      



		I [satisfy/will satisfy] the following eligibility requirements to enable my partner to take shared parental leave:



		I have been employed or been a self-employed earner during at least 26 of the 66 weeks immediately preceding the expected week of childbirth

		      



		I have average weekly earnings of at least £30 for any 13 of those 66 weeks

		      



		At the date of the child's birth, I [have/will have] the main responsibility, apart from my partner, for the care of the child

		      



		I am entitled to statutory maternity leave, statutory maternity pay or maternity allowance in respect of the child

		      



		I have [curtailed my maternity leave/returned to work before the end of my statutory maternity leave period]

		      



		I consent to the amount of shared parental leave that my partner intends to take

		      



		I will immediately inform my partner if I no longer meet the requirements to curtail my maternity leave (and pay, if applicable)

		      



		I consent to your organisation processing the information provided in this form

		      



		Section D: signatures



		Signed (partner):

		      



		Dated (partner):

		      



		Signed (mother):

		      



		Dated (mother):

		      



		Notes

The start date of the first period of shared parental leave that you wish to take must be at least eight weeks after you have provided this notice. Shared parental leave must be taken in blocks of at least one week.


This notice is to allow the organisation to check that you are entitled to shared parental leave and to provide the organisation with an initial indication of the shared parental leave pattern that you wish to take. The notice is not binding and you must give the organisation a period of leave notice at least eight weeks before the first period of shared parental leave in that notice that you wish to take. Any periods of shared parental leave that you indicate in this notice can be changed at a later date by giving the organisation a variation notice.





		The information contained in/on this document/form is confidential and may also be privilege.  It is for exclusive use of the addressee/s. This information is used solely to enable Nottingham City Council to perform its obligations under contracts of employment.  If you are not the addressee, please note that any distribution, copying, or use of this message and information is prohibited.  If you receive this information in error, please advise the sender immediately and delete/destroy it immediately.


Version 5 April 2015

		Please return completed form to:


Your Line Manager


© Reed Business Information
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		Shared parental leave: period of leave notice

For the purposes of this form, the term ‘Mother’ applies equally to birth mothers and primary adopters. Likewise, references to ’Maternity’ leave or pay apply equally to Adoption leave & pay.



		Name of employee:

		      



		Job title:

		      



		Assignment Number:

		     



		I wish to take the following period(s) of shared parental leave. Please complete either section A or section B.



		Section A: please fill out if your child has already been born or if you know the exact dates on which you would like to take shared parental leave.



		I intend to take shared parental leave on the following dates (please include the start and end dates for each period of leave that you intend to take):

		      



		Section B: please fill out if your child has not been born yet and you wish your shared parental leave to start either on the day on which your child is born, or a specified number of days after the day on which your child is born.



		I wish my shared parental leave to start [on the day on which my child is born/the following number of days after the date on which my child is born]:

		      



		I wish my shared parental leave to end the following number of days after the date on which my child is born:

		      



		Signed:

		      



		Dated:

		      



		Notes

You can request to take shared parental leave in one continuous block (in which case the organisation is required to accept the request as long as you meet the eligibility and notice requirements), or as a number of discontinuous blocks of leave (in which case you need the organisation's agreement). A maximum of three requests for leave per pregnancy can normally be made by each parent.


The start date of the first period of shared parental leave that you wish to take must be at least eight weeks after you have provided this notice. Shared parental leave must be taken in blocks of at least one week.


This notice is to confirm to the organisation the shared parental leave that you intend to take. You must have already submitted a notice of entitlement and intention before using this form.


The organisation recognises that employees' plans can change. However, it is recommended that you and your partner think carefully about your shared parental leave before submitting this form, as opportunities to amend requests for shared parental leave are limited. Apart from exceptional circumstances, you can submit a period of leave notice or a notice that you have changed your mind about shared parental leave dates on a combined total of just three occasions.


You and your partner must take any shared parental leave within 52 weeks of the birth of your child.





		The information contained in/on this document/form is confidential and may also be privilege.  It is for exclusive use of the addressee/s. This information is used solely to enable Nottingham City Council to perform its obligations under contracts of employment.  If you are not the addressee, please note that any distribution, copying, or use of this message and information is prohibited.  If you receive this information in error, please advise the sender immediately and delete/destroy it immediately.


Version 5 April 2015

		Please return completed form to:


Your Line Manager


© Reed Business Information
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		Shared parental leave: revocation of maternity leave curtailment notice

For the purposes of this form, the term ‘Mother’ applies equally to birth mothers and primary adopters. Likewise, references to ’Maternity’ leave or pay apply equally to Adoption leave & pay.



		Name of employee:

		      



		Job title:

		      



		Assignment number:

		     



		Date of maternity leave curtailment notice:

		      



		I previously notified you that I wished to end my maternity leave on:

		      



		I no longer wish to end my maternity leave and would like to revoke my maternity leave curtailment notice. [I would also like to revoke my maternity pay period curtailment notice.]



		Signed:

		      



		Dated:

		      



		Notes

You can withdraw your maternity leave curtailment notice only if:


· it is discovered that neither you nor your partner are entitled to shared parental leave or statutory shared parental pay and you withdraw your maternity leave curtailment notice within eight weeks of providing your maternity leave curtailment notice;


· you gave the maternity leave curtailment notice before the birth of your child and you withdraw your maternity leave curtailment notice within six weeks of your child's birth; or


· your partner has died (if this is the case, please state the date of death here: [                              ]).





		The information contained in/on this document/form is confidential and may also be privilege.  It is for exclusive use of the addressee/s. This information is used solely to enable Nottingham City Council to perform its obligations under contracts of employment.  If you are not the addressee, please note that any distribution, copying, or use of this message and information is prohibited.  If you receive this information in error, please advise the sender immediately and delete/destroy it immediately.


Version 5 April 2015

		Please return completed form to:


Your Line Manager


© Reed Business Information
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APPENDIX 2

MODEL CAPABILITY POLICY FOR EMPLOYEES IN SCHOOLS - ACTION PLAN

		CAPABILITY CONCERN

		CURRENT PERFORMANCE

		EXPECTATIONS

		HOW TO ACHIEVE

		MONITORING MANAGER AND PROCESS



		

		

		

		

		



		Define the specific issue(s) causing concern. Refer to clarity given in letter to employee following formal capability meeting



		Define the problem in greater detail - how does the problem present itself?

		Set out the performance expected, improvements to be made and timeline. 

		Indicate how you see the employee reaching your expectations.  Make arrangements for support clear and ensure that appropriate support is in place.

		Who will monitor progress and give feedback.  In most cases this is likely to be a member of the senior leadership team or line manager, but not the deciding manager for the next stage of the procedure. Clarify the monitoring process and where evidence of improvements will come from.
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		Shared parental leave: variation of notice of entitlement and intention

For the purposes of this form, the term ‘Mother’ applies equally to birth mothers and primary adopters. Likewise, references to ’Maternity’ leave or pay apply equally to Adoption leave & pay.



		Name of employee:

		      



		Job title:

		      



		Assignment number:

		     



		I previously provided the organisation with an initial indication, in my notice of entitlement and intention dated [date], of my proposed shared parental leave dates. I now wish to amend my proposed shared parental leave dates. My partner and I agree to this change.



		I now intend to take shared parental leave on the following dates (please include the start and end dates for each period of leave that you now intend to take):

		      



		I have already notified the organisation in any period of leave notice or a variation of period of leave notice (if applicable) that I will be taking the following periods of shared parental leave:

		      



		My partner has already notified his/her employer in any period of leave notice or a variation of period of leave notice (if applicable) that he/she will be taking the following periods of shared parental leave:

		      



		I have already notified the organisation of the following periods of statutory shared parental pay (if applicable):

		      



		My partner has already notified his/her employer of the following periods of statutory shared parental pay (if applicable):

		      



		Signed (mother):

		      



		Dated (mother):

		      



		Signed (partner):

		      



		Dated (partner):

		      



		Notes

This variation of notice of entitlement and intention is not binding. You must still provide a period of leave notice in relation to the period of leave that you are seeking to change. There is no limit on the number of variations of notice of entitlement and intention that you can make, although you can give a maximum of three period of leave notices.





		The information contained in/on this document/form is confidential and may also be privilege.  It is for exclusive use of the addressee/s. This information is used solely to enable Nottingham City Council to perform its obligations under contracts of employment.  If you are not the addressee, please note that any distribution, copying, or use of this message and information is prohibited.  If you receive this information in error, please advise the sender immediately and delete/destroy it immediately.


Version 5 April 2015

		Please return completed form to:


Your Line Manager


© Reed Business Information
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		Shared parental leave: variation of period of leave notice

For the purposes of this form, the term ‘Mother’ applies equally to birth mothers and primary adopters. Likewise, references to ’Maternity’ leave or pay apply equally to Adoption leave & pay.



		Name of employee:

		      



		Job title:

		      



		Assignment Number:

		     



		I previously provided the organisation with notice of my proposed shared parental leave in a period of leave notice dated [date]. I now wish to amend my shared parental leave request.



		I had already notified the organisation in my period of leave notice or a variation of period of leave notice (if applicable) that I would be taking the following periods of shared parental leave:

		      



		I now intend to take shared parental leave on the following dates instead (please include the start and end dates for each period of leave that you now intend to take):

		      



		I have already notified the organisation of the following periods of statutory shared parental pay (if applicable):

		      



		Signed:

		      



		Dated:

		      



		Notes

This notice is to amend a period of shared parental leave that you intend to take and that you provided in a period of leave notice. You must have already submitted a period of leave notice before using this form.


The organisation recognises that employees' plans can change. However, it is recommended that you and your partner think carefully about your shared parental leave before submitting this form, as opportunities to amend your requests for shared parental leave are limited. Apart from exceptional circumstances, you can submit a period of leave notice or a notice that you have changed your mind about shared parental leave dates on a combined total of just three occasions.


You and your partner must take any shared parental leave within 52 weeks of the birth of your child.





		The information contained in/on this document/form is confidential and may also be privilege.  It is for exclusive use of the addressee/s. This information is used solely to enable Nottingham City Council to perform its obligations under contracts of employment.  If you are not the addressee, please note that any distribution, copying, or use of this message and information is prohibited.  If you receive this information in error, please advise the sender immediately and delete/destroy it immediately.


Version 5 April 2015

		Please return completed form to:


Your Line Manager


© Reed Business Information
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SHARED PARENTAL LEAVE - PAY

		1.

		Who this policy applies to?



		1.1

		This policy applies to any employee who is the mother/adopter of a child born or placed for adoption on or after 5th April 2015 or the father or the person who, at the time of the birth is married to, or the civil partner, or partner of the mother/adopter.



		

		



		1.2

		A partner is defined as a person who lives with the mother/adopter and the child in an enduring family relationship, but cannot be the mother/adopter’s child, parent, grandchild, grandparent, sibling, aunt, uncle, niece or nephew.



		

		



		1.3

		The policy also applies to employees who are surrogate parents, who meet the criteria to apply for a Parental Order, and who meet the eligibility criteria for SPL and pay.



		

		



		1.4

		This policy must be read with the Shared Parental Leave Policy.



		

		



		2.

		Eligibility



		2.1

		In addition to the criteria that must be met to qualify for Shared Parental Leave (See SPL Policy for details), there are a number of qualifying criteria that must be fulfilled by you and your partner before Statutory Shared Parental Pay (ShPP) will be paid. You must:



		

		



		

		· Have average weekly earnings in the 8 weeks ending with the Expected Week of Childbirth (EWC) of not less than the lower earnings threshold applicable in that week;

· Intend to care for the child during each week in which ShPP is paid to you;

· Be absent from work on SPL during each week in which ShPP is paid to you
;


· As the mother/adopter be entitled to SMP/SAP or Maternity Allowance and have reduced your maternity/adoption pay period (see section 4);


· Have been employed or self-employed for at least 26 out of the 66 weeks immediately before the EWC and have average earnings in any 13 of those 66 weeks of at least £30.



		

		



		3.

		ShPP Entitlement



		3.1

		Between you and your partner you are entitled to take up to 37 weeks of ShPP. The initial 2 weeks of compulsory maternity/adoption leave must be taken by the mother/adopter, making a total of 39 weeks with pay. The remaining 13 weeks are unpaid.



		

		



		3.2

		ShPP is paid for 37 weeks at the lower of the statutory prescribed rates or 90 percent of the relevant parent’s normal weekly earnings (subject to the lower earnings limit), 



		

		



		3.3

		ShPP will be paid at the rate set by Government for the relevant tax year.



		

		



		4.

		Notification to curtail maternity pay



		4.1

		If you are the mother/adopter of the child and you are entitled to statutory maternity pay (SMP), statutory adoption pay (SAP) or maternity allowance, you must provide 8 weeks notice to your manager to shorten your pay entitlement. You can provide this notice at the same time you provide notice to shorten your maternity/adoption leave (if applicable). Any unused amount of SMP/SAP or maternity allowance will be transferred into ShPP.



		

		



		4.2

		If you are the mother/adopter of the child and you have ended your maternity/adoption leave by returning to work you must still provide 8 weeks notice to end your SMP/SAP or maternity allowance.



		

		



		4.3

		If you are the mother/adopter of the child and are entitled to statutory maternity/adoption pay or maternity allowance but not leave, you still must reduce your entitlement to less than the 39 weeks and provide notice to that effect to allow your partner to take SPL (if they are eligible).



		

		



		5.3

		Notice of entitlement (ShPP)



		5.1

		If you are eligible to receive ShPP, you must give your manager at least 8 weeks notice before receiving any ShPP. Wherever possible this notice should be given as part of your notice of entitlement & intention (See SPL policy). 



		

		



		5.2

		In addition to what must be included in the notice of entitlement & intention to take SPL, you must ensure that the notice that also advises of an entitlement to ShPP includes:



		

		· The start and end dates of any maternity/adoption pay or maternity allowance;

· The total amount of ShPP available; 

· The amount of ShPP you and your partner each intend to claim, and a non-binding indication of when you expect to claim ShPP;

· A signed declaration from you confirming that the information they have given is correct and they meet (or will meet) the eligibility criteria.



		

		



		5.3

		In addition, you must ensure that your notice of entitlement & intention is accompanied by a signed declaration from your partner confirming:



		

		· their agreement to you claiming ShPP and for the organisation to process any ShPP payments to you;

· (in the case where the partner is the mother/adopter) that they have reduced their maternity/adoption pay or maternity allowance


· (in the case where the partner is the mother/adopter) that they will immediately inform you should they cease to satisfy the eligibility conditions.



		

		



		6.

		SIckpay and ShPP  



		6.1

		If you give notice to return earlier than the end of your Shared Parental Leave (SPL) but then you are unable to physically return due to illness, you will be entitled to sick pay provided that the illness did not commence before or during the 37 week ShPP period. If your illness starts before the end of your SPL pay period then you will continue to receive ShPP up until 37 weeks, when sick pay will commence.



		

		



		6.2

		You are only entitled to Occupational Sick Pay if you had given notice to return to work but were unable to do so owing to illness. This would bring your shared parental leave to an end and you will be regarded as having returned to work and usual sick pay entitlements would start from this date



		

		



		7.

		Pension



		7.1

		Pension contributions are paid on actual shared parental leave pay received during the 37 weeks.



		

		



		7.2

		If you wish to make contributions during any unpaid period of shared parental leave, you can do so by choosing to pay Shared Cost Additional Pension Contribution payments. Contact the city pensions team if you wish to pay this.



		

		



		8.

		ShPP and Occupational Maternity Pay (OMP)



		8.1

		Any period of Shared Parental Leave taken immediately following a period of maternity/adoption leave will not count as having returned to work for the purposes of receiving OMP.
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1.	Eligibility Criteria for Shared Parental Leave - Mother







To be eligible for Shared Parental Leave the Mother/Adopter must:







1.1	Have 26 weeks’ continuous service by the end of the 15th week before the Expected Week of Childbirth (EWC) and have remained in continuous service up to the week before any SPL is taken;



1.2	Have, at the time of the child’s birth/placement for adoption, the main responsibility for the care of the child;



1.3	Be entitled to statutory maternity/adoption leave and have provided notice to shorten her entitlement or have returned to work;



1.4	Have provided your manager with all relevant notices to take SPL 



1.5	Have provided any evidence requested by your employer within 14 days (e.g. a copy of the birth certificate) 







And be able to demonstrate that her Partner:







1.6 	Satisfies the Employment and earnings test (see � HYPERLINK "http://gossweb.nottinghamcity.gov.uk/nccextranet/index.aspx?articleid=19054" ��Share Parental Leave - Pay Policy)�



1.7	Has at the time of the child’s birth/placement for adoption, the main responsibility for the care of the child











2.	Eligibility Criteria for Shared Parental Leave – Father/Partner







To be eligible for Shared Parental Leave the Father/Partner must:







2.1	Have 26 weeks’ continuous service by the end of the 15th week before the Expected Week of Childbirth (EWC) and have remained in continuous service up to the week before any SPL is taken;



2.2	Have, at the time of the child’s birth/placement for adoption, the main responsibility for the care of the child;



2.3	Have provided your manager with all relevant notices to take SPL 



2.4	Have provided any evidence requested by your employer within 14 days (e.g. a copy of the birth certificate) 







And be able to demonstrate that the Mother/Adopter:







2.5 	Satisfies the Employment and earnings test (see � HYPERLINK "http://gossweb.nottinghamcity.gov.uk/nccextranet/index.aspx?articleid=19054" ��Share Parental Leave - Pay Policy)�



2.6	Has at the time of the child’s birth/placement for adoption, the main responsibility for the care of the child



2.7	Is entitled to statutory maternity/adoption leave, SMP or Maternity allowance



2.8	Has ended the maternity leave











3.	Method of providing a notice







3.1	Notices must be provided in writing on the forms provided (available on the � HYPERLINK "http://gossweb.nottinghamcity.gov.uk/nccextranet/index.aspx?articleid=16527" ��intranet�) by post or by email. 







3.2	Notices given by email will be taken to have been given on the day they were transmitted or delivered. A notice sent by post is taken to have been given the day it was posted.







3.3	This applies to:



Notice to end maternity/adoption leave



Notice to end maternity/adoption pay



Notice of entitlement



Period of leave notice



Notice to vary a period of leave notice



Declaration of consent











4.	Requesting Further Evidence







4.1	For the purposes of eligibility, a manager has 14 calendar days from receiving the notice of entitlement & intention to request a copy of the child’s birth certificate/details of the placement for adoption and the name and address of the mother or father/partner’s employer (whichever is applicable)







 5.	Child Born Early







5.1	Where a colleague wishes to amend the start date of their SPL to take account of an early birth, so that the leave will start the same length of time following the birth as it would have done following the Expected Week of Childbirth (EWC) - the requirement is to provide notice to vary the leave as soon as is reasonably practicable after the child’s birth. Unlike most other variation notices, this would not count as one of the colleague’s 3 notifications







5.2	If the child is born more than 8 weeks before the EWC, and the notice of entitlement and the period of leave notices have not been given, if leave is to be taken within 8 weeks of the child’s birth, these notices must be provided as soon as is reasonably practicable after the child’s birth.







5.3	In these circumstances the evidence requirements do not apply.















6.	Change in Parental Circumstances







6.1	Where, less than 8 weeks before a period of SPL or during a period of 	SPL, a change in circumstances means that the colleague is no 	longer eligible (for example they are no longer caring for the child), 	the colleague can be required by their manager to continue to take 	leave until the department can accommodate their return to work, or 	when the period of SPL was due to end or 8 weeks after the Council 	was informed of the change (whichever is the earlier)







6.2	If the remaining parent will be continuing to care for the child then they will still be eligible to take their SPL entitlement. If they wish to transfer any of the other parent’s (who is no longer caring for the child) remaining entitlement to their own, they must seek signed agreement of the other parent to a notice agreeing a variation of leave entitlement.







6.3	Death of a parent during the child’s 1st year



6.4	If either parent dies and the other parent is taking, or is entitled to SPL then they will continue to be eligible. Any SPL due to be taken by the deceased parent may be transferred to the other parent as long as they are eligible







 7.	Death of the child before or during birth or within the 1st year







7.1	Should the child die before the employee has submitted a notice of entitlement to take SPL, then they will no longer be eligible for SPL. However, the mother may still be eligible for � HYPERLINK "http://gossweb.nottinghamcity.gov.uk/nccextranet/index.aspx?articleid=15250" ��maternity leave� and the father may be entitled to � HYPERLINK "http://gossweb.nottinghamcity.gov.uk/nccextranet/index.aspx?articleid=10493" \l "Paternity Leave and Pay" ��paternity leave�.







7.2	If the employee has already submitted notices of entitlement & intention and leave, and had them agreed they will still be entitled to take the booked leave; however no further notices can be submitted, and only one variation notice can be given (e.g. to reduce a period of leave or to rearrange discontinuous leave into a single block)







7.3	The colleague who is absent on SPL can cancel the agreed leave and return to work by providing 8 weeks’ notice.







 8.	Terms and Conditions during SPL







8.1	A colleague who takes SPL is entitled to the benefit of their terms and conditions of employment apart from wages or salary. 







8.2	They should accrue rights to annual leave and be able to take a day off in lieu for any bank holidays that occur during the SPL period. The colleague must agree with their manager how they will take that leave, but it is usual for it to be taken either at the start or end of a period of SPL or to enable a staggered return to work.











 9.	Redundancy during SPL







9.1	If a colleague were to be made redundant whilst on SPL they are 	entitled to be offered any suitable alternative vacancy that the 	employer (NCC), a successor or an associated employer may have. 







9.2	The work must be suitable and appropriate to the colleague and the 	provisions as to the capacity and place in which the colleague is to be 	employed and the other terms and conditions must not be 	substantially less favourable.











 10.	Protection from detriment & unfair dismissal







10.1	An colleague is protected from suffering a detriment due to the fact that:



They took, sought to take, or made use of the benefits of SPL



The employer believed that the employee was likely to take SPL



The colleague undertook, considered undertaking or refused to undertake work allowed for by the provision of SPLIT days







10.2	A colleague who is dismissed, or selected for redundancy, for any of these reasons will be regarded as having been unfairly dismissed.







11.	Considering a request for discontinuous leave







11.1	On receipt of a period of leave request for discontinuous leave, manager has14 calendar days to discuss the proposal with the colleague (the discussion period) and consider how and whether the request, or a modified version of it, can be agreed. Wherever practicable, the manager should informally meet with the colleague to have this discussion







11.2	The manager may want to consider:







What impact the leave arrangements have on the business and could this be mitigated?



Would any modifications to the leave reduce the impact on the business? Would the employee be agreeable?



Might any other considerations help achieve a mutually beneficial agreement?



What is the likely outcome of the request?







11.3	Remember: Continuous leave requests CANNOT be refused







12.	Outcome from a meeting to discuss discontinuous leave







12.1	Once a meeting has taken place between the manager and the colleague requesting a period/s of discontinuous leave, the manager must provide a response in writing within 14 calendar days of the date the notification was received.







12.2	There are 3 possible outcomes:







Unconditionally accept a leave notification



Request is completely acceptable to the manager.







Confirm an agreed modification to a leave notification



The colleague and the manager agree a different discontinuous leave arrangement to the one originally requested by the employee.







Refuse a leave notification



Following a meeting to discuss the request, it remains unacceptable to the manager and no suitable alternative arrangement could be agreed with the colleague. In these circumstances the written response must state proposed alternative dates (if viable) for the employee to consider, and clear information on what options are now available to the employee (e.g. to default to a continuous block of leave or to withdraw)







13.	Multiple Births/Adoptions







13.1	A colleague is not entitled to extra SPL or ShPP if they are expecting more than one child. This also applies to multiple adoptions that occur in a single placement.







14.	Notice of entitlement conversation







14.1	Upon receiving a notification of entitlement and intention, managers are advised to have a conversation with the colleague. This will allow the manager to get an idea of the type and pattern of leave an employee is interested in taking; provide an opportunity for the manager to consider how best to accommodate any forthcoming period of leave notice to book SPL; and to provide an opportunity to discuss what patterns of discontinuous leave the service area can accommodate.







17.	Grounds for declining discontinuous leave







17.1	A manager must give serious consideration to a request for discontinuous leave, and seek to either agree the original request or an alternative pattern of leave that is agreeable to both the manager and the employee. However in circumstances where an agreement cannot be reached, the request can be declined.







17.2	When declining a period of discontinuous leave, a good business reason must be provided to the employee. These may include that the leave would:







Have a detrimental effect on the service’s ability to meet customer demands;



Have a detrimental effect on the organisation’s ability to complete a specific project or piece of work;



Create unacceptable difficulties for the service as it would be unable to reorganise work among other colleagues;



Create unacceptable difficulties for the service in finding suitable cover during the absence;



Be inappropriate due to planned structural changes.











 







16.	Colleagues with more than one job







16.1	A colleague with more than one job, even if this is with more than one employer is entitled to take Shared Parental Leave with each employer.







16.2	A colleague cannot still be on maternity or adoption leave with one employer and on Shared Parental Leave with another. In order to be eligible for Shared Parental Leave the maternity or adoption leave must be shortened with all employers.







16.3 	If a colleague holds multiple contracts with the City Council, then they must agree any periods of discontinuous leave with all relevant mangers, and will be absent from work on shared parental leave from all contracts.















 







15.	Companions at meetings







15.1	Although all meetings held during the period to agree SPL are informal, a colleague does have the option to be accompanied if they would find this reassuring or helpful in anyway.







15.2	Their chosen companion can be a colleague, trade union representative or family friend or family member. No other companions (for example a solicitor) will be allowed.
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ANNEX D



APPENDIX 3

CAPABILITY HEARING


1.
The Capability Dismissal Panel will comprise three governors.  The selection of governors must ensure that no conflict of interest may arise in hearing the case.


2.
The date of the disciplinary hearing should be provided to the employee as soon as possible and at least 7 working days before the due date. The employee should be given the opportunity to send any written submission or evidence to the panel prior to the hearing.  A copy of any submission should also be made available to the head teacher or adviser.  The head teacher or adviser should always submit the case in writing to the panel with a copy to the employee.  This must be sent at least 7 working days before the date of the hearing.


3.
The date of the hearing should always be notified to the school’s HR advisor who should attend in order to advise the panel on any procedural aspects or matters of employment law.


4.
At the hearing the head teacher (and/or advisor) will be responsible for presenting the evidence to the disciplinary panel in the presence of the employee and representative. Witnesses may be called individually by the head teacher in support of the case.


5.
The head teacher and any witnesses may be asked questions by the employee or his/her representative.


6.
The witnesses may then be asked further questions by the head teacher.


7.
Members of the Staff Dismissal Committee may ask questions of the head teacher and witnesses on the evidence submitted.


Note:
After completion of the stages the witnesses will be:

a. instructed not to discuss the case in any way until after the hearing has been determined.


b. asked to retire.  Unless otherwise determined by the parties to the hearing, the witnesses may be subject to recall.


8.
The employee or representative will state his/her case in the presence of the head teacher.  Witnesses may be called by the teacher in support of his/her case.


9.
The employee and any witnesses called may then be asked questions by the head teacher.


10.
The witnesses may then be asked further questions by the employee or representative.


11.
Members of the disciplinary panel may ask questions of the employee and his/her representative and any witnesses called.


Note:
After completion of the stages the witnesses will be:


a. Instructed not to discuss the case in any way until after the hearing has been determined.


b. Asked to retire.  Unless otherwise determined by the parties to the hearing, the witnesses may be subject to recall.


12.
The head teacher shall then have the opportunity to sum up the case against the employee.


13.
The employee or his/her representative shall have the opportunity to sum up on his/her behalf and offer the Staff Dismissal Committee details of any mitigating circumstances he/she considers should be taken into account.


14.
The employee, representative, head teacher and clerk/secretary for the hearing shall then withdraw.


15.
The Staff Dismissal Committee (together with the HR advisor and any other officer(s) acting as clerk/secretary to the panel) will then deliberate in private, only recalling the employee (and his/her representative) and the head teacher to clear points of uncertainty on evidence already given.  If recall is necessary, both parties will return, notwithstanding that only one of them is concerned with the point giving rise to doubt.


16.
After deliberating, the Chair of the Staff Dismissal Committee will announce the decision to the employee, representative and head teacher personally.  The right of appeal against the decision will also be explained.  The panel will then formally write to the employee within three working days confirming the decision and appeal rights.


17. The procedure outlined above will also be followed to hear any appeals against decisions of final warnings given by head teachers or decisions of Staff Dismissal Appeal Panel, save that there will be no further rights of appeal against the decision other than to an Employment Tribunal where employees have qualifying rights.


.
APPEALS


7.1
An employee has a right to appeal against any decision and must be informed in writing that they have 10 working days from receipt of the letter confirming the decision in which to appeal and to whom they should appeal.


7.2
The employee should be given notice in writing at least 5 working days in advance of the time and place of the hearing.


7.3
An appeal will be heard by the Staff Dismissal Appeals Committee, the members of which must have played no part in the disciplinary hearing itself. In cases where the Staff Dismissal Committee heard the initial hearing the appeal must be heard by at least the same number of governors as comprised the original disciplinary panel.


7.4
The procedure for hearing an appeal will be the same as that for the disciplinary hearing itself. There is no further right of appeal other than to an Employment Tribunal.


7.5
The decision of the Staff Dismissal Appeals Committee will be communicated, in writing, within 3 working days of the appeal hearing.


8.
DISMISSALS BY THE LOCAL AUTHORITY

8.1
Staff dismissals are normally a matter for the school, but the LA may dismiss staff in its employment directly in the following circumstances:


a) where the school's delegated budget has been suspended;


b) where the Secretary of State or the Teaching Agency have prohibited further employment of any member of staff because of previous conduct or capability;


c) where an unqualified teacher has failed to secure qualified teacher status within the time limits set out in the regulations;


8.2
The circumstances above will remove the governing body's (and the head teacher's) responsibilities for the dismissal process including dismissal hearings and appeals.
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MODEL LETTER 1


Confirmation of Informal Process


Private & Confidential


[Name]


[Address]


[Date]


Dear


Following our discussion on [insert date(s)], I am writing to confirm that you were informed that your performance is not meeting expected standards and that a period of monitoring and support will follow for [number] weeks. 

As discussed, I confirm that the following action is required by you:


[insert details of action and any support agreed to help them]

Over the [number] week period, your performance will be reviewed in the following way(s):


[detail how and when this will take place]

When this period comes to an end we will arrange to meet at [time and location] on [date] to review your progress.  You may wish to be accompanied by your trade union representative or work colleague.


If your performance does not improve by the end of the monitoring period it could result in formal action being taken.


Yours sincerely


Head Teacher
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MODEL LETTER 2


Invite to Formal Interview


Private & Confidential


[Name]


[Address]


[Date]


Dear


Re:  Capability Interview


Further to our recent discussions, I am writing to inform you that as there has been no improvement in your performance you are required to attend a meeting as part of the School’s Disciplinary Procedure (Part B1 - Performance).


You may wish to be accompanied by your trade union representative or work colleague at the meeting.  A HR representative will be in attendance.


The purpose of this meeting is to evaluate the evidence gathered during the 3 week investigation period and decide upon a way forward.  The purpose of the interview is to explore in more detail the following: 


1) Include an exploration of the perceived problem


2) Set reasonable targets and performance indicators of attainment


3) Come to an agreement on the monitoring to be undertaken and by whom


4) Come to an agreement on the support to be given and to whom


5) Set the timetable for monitoring progress


I have attached a copy of the informal measures that have been undertaken.


You should be aware that the possible outcomes of this process are; the matter may be dropped; Counselling could be recommended- except where already undertaken without improvement; a written warning may be issued or a final written warning may be issued.  


Please be aware that if performance remains unsatisfactory throughout the capability process, the matter may be referred to the Staff Dismissal Committee and may lead to dismissal.


The interview will be held at [Time and location] on [date].

Yours sincerely


Head Teacher


Enc
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MODEL LETTER 3


No Further Action


Private & Confidential


[Name]


[Address]


[Date]


Dear


Re:  Capability Interview


Following your formal capability interview on [date] in the presence of [attendees] I am writing to confirm that no further action will be taken at this time.


We discussed the support available [insert support that has been agreed].

I hope that this support will help you to continue to improve your performance.  If you require any further help please do not hesitate to contact me.


Yours sincerely


Head Teacher
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MODEL LETTER 4


Issue of First Warning


Private & Confidential


[Name]


[Address]


[Date]


Dear


Re:  Capability Interview


Following your formal capability interview on [date] in the presence of [attendees] I am writing to confirm that you were issued with a first warning under the School’s Disciplinary Procedure (Part B1 - Performance).


The meeting considered the progress you have made since [date] regarding your under performance in the following areas [outline areas for improvement].  As agreed we will meet on [date] to review the situation.


As advised, this first warning carries an assessment period of up to two terms.  If your performance has improved sufficiently after two terms the caution will be regarded as having lapsed.  If there is no improvement then ultimately, this could lead to the termination of your contract of employment.


You may appeal against this warning.  If you exercise that right you must notify me, in writing, within ten working days of the date of this letter stating briefly the grounds of your appeal.  I will arrange for your appeal to be heard by the Staff Dismissal Committee of the Governing Body.


I hope that this support will help you to improve your performance.  If you require any further help please do not hesitate to contact me.


Yours sincerely


Head Teacher
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MODEL LETTER 5


Issue of Final Warning


Private & Confidential


[Name]


[Address]


[Date]


Dear


Re:  Capability Interview


Following your formal capability interview on [date] in the presence of [attendees] I am writing to confirm that you were issued with a final warning under the School’s Disciplinary Procedure (Part B1 – Performance).


The meeting considered the progress you have made since [date] regarding your under performance in the following areas [outline areas for improvement].  As discussed, the standard of your performance is of serious concern and particular effort is required from you to improve.  As agreed we will meet on [date] to review the situation.


As advised, this final warning carries an assessment period not exceeding four weeks.


If your subsequent performance has been maintained after six terms the caution will be regarded as having lapsed.


I must make you aware that if your performance does not significantly improve, your continued employment may be at risk and this could lead to the termination of your contract.


You may appeal against this warning.  If you wish to exercise that right you must notify me, in writing, within ten working days of the date of this letter stating briefly the grounds of your appeal.  I will arrange for your appeal to be heard by the Staff Dismissal Committee of the Governing Body.


I hope that the support offered to you will assist with an improvement in your performance.


Yours sincerely


Head Teacher
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MODEL LETTER 6


Invitation to a First Assessment Stage Meeting


Private & Confidential


[Name]


[Address]


[Date]


Dear


Re:  Capability Interview


Following our meeting held on [date] when I issued you with a warning under the School’s Disciplinary Procedure (Part B1 – Performance), I write to invite you to a meeting to discuss your performance following the First Assessment Stage.


I have to inform you that if there has not been a sustained improvement in your performance, I will be required to issue you with a second written warning and move onto the Second Assessment Stage.


The interview will be held at [time and location] on [date].  You may wish to be represented by your trade union or a work colleague.


The purpose of the interview is to discuss your continued performance difficulties, identify any further support and seek to resolve any issues where possible.  I have attached a copy of the measures previously agreed for your support.


Yours sincerely


Head Teacher
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MODEL LETTER 7


Issue of Second Warning


Private & Confidential


[Name]


[Address]


[Date]


Dear


Re:  Capability Interview


Following your formal capability interview on [date] in the presence of [attendees] I am writing to confirm that you were issued with a second warning under the school’s Disciplinary Procedure (Part B1 – Performance).


The meeting considered the progress you have made since [date] regarding your under performance in the following areas (outline areas for improvement).  As agreed we will meet on [date] to review the situation.


You were informed when issued with a first formal warning that an assessment period of up to two terms would apply in order for you to improve your performance. If there is no improvement then ultimately, this could lead to the termination of your contract.


You may appeal against this warning.  If you exercise that right you must notify me, in writing, within ten working days of the date of this letter stating briefly the grounds of your appeal.  I will arrange for your appeal to be heard by the Staff Dismissal Committee of the Governing Body.


I hope that this support will help you to improve your performance.  If you require any further help please do not hesitate to contact me.


Yours sincerely


Head Teacher
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MODEL LETTER 8


Invitation to a Second Assessment Stage Meeting


Private & Confidential


[Name]


[Address]


[Date]


Dear


Re:  Capability Interview


Following our meeting held on [date] when I issued you with a second warning under the School’s Disciplinary Procedure (Part B1 – Performance), I write to invite you to a meeting to discuss your performance following the Second Assessment Stage.


I have to inform you that if there has not been a sustained improvement in your performance, I will be required to issue you with a final written warning and move onto the Third Assessment Stage.


The interview will be held at [time and location] on [date].  You may wish to be represented by your trade union or a work colleague.


The purpose of the interview is to discuss your continued performance difficulties, identify any further support and seek to resolve any issues where possible.  I have attached a copy of the measures previously agreed for your support.


Yours sincerely


Head Teacher
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MODEL LETTER 9


Invitation to a Third Assessment Stage Meeting


Private & Confidential


[Name]


[Address]


[Date]


Dear


Re:  Capability Interview


Following our meeting held on [date] when I issued you with a final written warning under the School’s Disciplinary Procedure (Part B1 – Performance), I write to invite you to a meeting to discuss your performance following the Third Assessment Stage.


I have to inform you that if there has not been a sustained improvement in your performance, I will be required to put your case to the Staff Dismissal Committee of the Governing Body to decide whether your contract of employment should be terminated.


The interview will be held at [time and location] on [date].  You may wish to be represented by your trade union or a work colleague.


The purpose of the interview is to discuss your continued performance difficulties, identify any further support and seek to resolve any issues where possible.  I have attached a copy of the measures previously agreed for your support.


Yours sincerely


Head Teacher


Enc
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MODEL LETTER 10


Cessation of Process


Private & Confidential


[Name]


[Address]


[Date]


Dear


Re:  Capability Interview


Following your formal capability interview on [date] in which you were issued with a final warning under the school’s Disciplinary Procedure (Part B1 – Performance), I write to confirm that there has been a satisfactory improvement in your performance.


I can confirm that no further action will be taken under the formal capability procedure and I hope that you will be able to continue to improve your performance.  If you require any further help please do not hesitate to contact me.


Yours sincerely


Head Teacher
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MODEL LETTER 11


Invitation to Hearing with the Staff Dismissal Committee


Private & Confidential


[Name]


[Address]


[Date]


Dear


Re:  Capability Interview


Following our meeting of [date] when we discussed your continued performance difficulties, I warned you that in view of the lack of sustained improvement in your performance and under the School’s Disciplinary Procedure (Part B1 – Performance), the Staff Dismissal Committee of the Governing Body may wish to consider your capability to undertake your duties as a [position] at this school.


This meeting has now been arranged and will be held in [place] at [time] on [date].  Governors will be asked to consider the improvement to your performance and, taking into account the support offered, whether your contract of employment is terminated.


Attached for your information are copies of the documentation that will be considered at the hearing.  If there is any documentation that you would like to submit to the committee will you please let me have this by [date] so that I can circulate copies.


You have the right to be represented at the meeting by your trade union representative or work colleague.


Yours sincerely


Head Teacher


Enc
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MODEL LETTER 12


Invitation to Appeal Meeting


Private & Confidential


[Name]


[Address]


[Date]


Dear


Re:  Capability Interview


Further to our meeting on [date] and to my letter dated [date] informing you of my decision, I understand from your letter dated [date] that you wish to appeal against the decision to issue you with a first/second caution under the School’s Disciplinary Procedure (Part B1 – Performance).


The appeal will be heard by a committee of the Staff Dismissal Committee of the Governing Body and will take place on [date] at [time and location].  You may be represented by your trade union or a work colleague.


Yours sincerely


Head Teacher
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MODEL LETTER 13


Confirmation of Result of Appeal Meeting


Private & Confidential


[Name]


[Address]


[Date]


Dear


Re:  Capability Interview


I refer to your meeting with the Staff Dismissal Committee of the Governing Body on [date] in the presence of [attendees].  The meeting was arranged under the School’s Disciplinary Procedure (Part B1 – Performance).


At this meeting reference was made to your appeal against the first/second warning issued by the head teacher under the above procedure.  Having considered the information the committee decided:


i)
not to uphold your appeal and therefore the warning will remain on file


OR


ii)
to uphold your appeal and remove the warning from your file.


Yours sincerely


Chair of the Staff Dismissal Committee
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MODEL LETTER 14


Result of Hearing with the Staff Dismissal Committee


Private & Confidential


[Name]


[Address]


[Date]


Dear


Re:  Capability Interview


I refer to the meeting with the Staff Dismissal Committee arranged under the School’s Disciplinary Procedure (Part B1 – Performance) on [date] in the present of [attendees].


The Governors considered all the information presented at the meeting.


I am writing to confirm that is was the decision of the committee to terminate your contract of employment on the grounds of your capability to undertake your duties as a [position] at this school.


I am asking the head teacher to notify the Local Authority to terminate your employment on the grounds of capability due to your performance.  Your notice period will be in accordance with your contract of employment.


If you wish to appeal against this decision you may do so in writing to me at the above address within 10 working days of receipt of this letter stating briefly the grounds of your appeal.  The appeal will be heard by the Dismissal Appeals Committee and you may be represented, if you wish, by your trade union or a work colleague.  If you are successful at appeal, the notice of dismissal will be withdrawn.


Yours sincerely


Chair of the Staff Dismissal Committee
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MODEL LETTER 15


Invitation to Hearing with the Dismissal Appeals Committee


Private & Confidential


[Name]


[Address]


[Date]


Dear


Re:  Capability Appeal


I refer to the meeting on [date] held under the School’s Disciplinary Procedure (Part B1 – Performance) and to the letter dated [date] from the Chair of the Staff Dismissal Committee.  I understand from your letter of [date] that you wish to appeal against the decision to terminate your contract of employment on the grounds of capability.


The appeal will be heard by governors from the Dismissal Appeals Committee and will take place on [date] at [time and location].  You may be represented by your trade union or a work colleague.


I am enclosing copies of the documentation from the Head Teacher that will be considered by the Committee.


If there is any documentation that you would like to submit to the committee will you please let me have this by [date] so that I can circulate copies.


Yours sincerely


Chair of Dismissal Appeals Committee


Enc
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MODEL LETTER 1


Invite to Investigatory Meeting

Private & Confidential


[Name]


[Address]


[Date]


Dear


Investigatory Meeting


Further to the recent discussion you have had with [insert name], I am writing to arrange a time to meet to conduct an investigatory meeting into allegations of misconduct/gross misconduct against you.

In summary, the allegations are [insert details]

I should like to meet with you on [insert date] at [insert time] at [insert venue].

I must advise you that this is an investigatory interview and not a disciplinary interview.  You have the right to be accompanied by a trade union representative or a work colleague at this interview. 


Please contact me on receipt of this letter to confirm your attendance and, if you wish to exercise your right to be accompanied, the name of the person who will be accompanying you at the interview.  Please also confirm if this date and time is not possible so that alternative arrangements can be made.


I must inform you that this meeting will be minuted and, depending on the outcome, a decision will be taken on whether formal disciplinary action will be taken under the School’s Disciplinary Procedure.


Please confirm with me by [date] that you will attend.


Yours sincerely


Investigating Officer/Head Teacher [delete as appropriate]
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MODEL LETTER 2

Notification of Suspension


Private & Confidential


[Name]


[Address]


[Date]


Dear


I am writing to confirm that you have been suspended from work on full pay pending an investigation into an allegation(s) of gross misconduct on your part.


The allegation(s) is/are [insert/list allegations; checking framing of allegations with HR advisor].


OR


The specific allegation(s) was/were outlined in my letter dated [insert date].


Your contract of employment has been suspended until further notice and you should not return to your work premises and/or carry out duties connected with work until this matter has been resolved.


During suspension, an allowance will be paid to you which is equivalent to your normal pay on condition that you remain available during normal working hours and at the required notice for interview.  Any periods during which you will not be available should be notified to your line manager for approval as with any other absence from work.  This notification should be via the post or by telephone; you should not call at the workplace in person.


The suspension is not a disciplinary measure; it is to allow a proper investigation to be made.  The suspension will be subject to review within five working days and you will be kept informed of proceedings in writing following this review.  I can confirm that this review meeting will take place on [5 days from suspension date].


Should this case proceed to a formal disciplinary hearing, this/these allegation(s) may be considered as gross misconduct and therefore, if found to be true, could result in your dismissal from the school and from the City Council’s employment.


I must advise you that during the period of suspension and whilst any ongoing investigations are proceeding you should refrain from discussing these issues with work colleagues.  However should you have any queries regarding the procedure or any welfare issues please contact [insert name and contact details of designated person] who will be able to provide support. Further support can be obtained from the City Council’s Employee Assistance Programme by contacting BUPA on 0800 269616.

I enclose a copy of the Disciplinary Procedure with this letter and ask that you familiarise yourself with your rights under the procedure, particularly in relation to suspension.


OR


A copy of the Disciplinary Procedure was sent to you with my letter dated [date] and I ask that you familiarise yourself with your rights under the procedure, particularly in relation to suspension.


Please contact me if you wish for a copy of this letter to be sent to your trade union representative, providing details of where copies should be sent.


School Support Staff Only 


During your period of suspension annual leave should be taken in accordance with the normal procedures and should be approved in the normal way.  You should be aware that the provision for the carry-over of annual leave from one leave year to the next is five days.


Yours sincerely


Head Teacher


Enc


Copies to:   
Chair of Governors




School’s HR Advisor



Investigating Officer


image27.emf
MODEL LETTER 3 -  Notification of Hearing.doc


MODEL LETTER 3 - Notification of Hearing.doc
MODEL LETTER 3


Notification of Hearing


Private and Confidential


[Name]


[Address]


[Date]


Dear


[Name of] School - Disciplinary Procedure


As you are aware, a disciplinary investigation has been underway into an allegations of misconduct/gross misconduct on your part.


The basis for the allegations is/are [insert/list specific allegations to be considered at the hearing].

The Investigating Officer’s report has now been received and it has been concluded that there is a case for you to answer at a formal Disciplinary Hearing.


I am therefore writing to invite you to attend a Disciplinary Hearing to be heard in accordance with the School’s Disciplinary Procedure.  The meeting will be with me and the head teacher/ Staff Dismissal Committee on [insert date] at [insert time].  The hearing will be held at [insert venue]. I will be advised and guided by [insert name] from HR who will also be in attendance.

Within the provisions of the School’s Disciplinary Procedure you are entitled to receive copies of the documents which will be considered at the hearing. I attach, for your information, copies of the following documents:


[list of document]


If there is any documentation you would like to submit to me for consideration / the governors for their consideration (delete as appropriate), will you please let me have this by [date] so that I can circulate copies.


You have the right to be accompanied at the hearing by a trade union representative or a work colleague.  I enclose a copy of this letter and an additional copy of the documentation for you to give to your Trade Union representative if appropriate.


The allegations to be considered do/does constitute misconduct/gross misconduct, and if the allegation is upheld, the maximum possible penalty that may be imposed in the light of the evidence currently available is [insert maximum possible penalty]. 


I intend to call as witnesses [insert names and roles of witness/es] to substantiate the Investigating Officer's report.


You may request witnesses to attend on your behalf where there is a discrepancy over the evidence and you provide me with advance notice of your intention to call witnesses.  If you intend to call any witnesses of fact (i.e. not character references) you must contact me on the above number by [insert date – employee should give a minimum of 3 working days notice of witnesses].

You must take all reasonable steps to attend the disciplinary hearing.  If you are unable to attend the hearing, you should notify me and give the reason for your non-attendance in advance of the hearing.


Yours sincerely


Investigating Officer/Head Teacher [delete as appropriate]

Enc


Copy to:     Children’s Services Human Resources
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PLEASE USE BLOCK CAPITALS IN ALL SECTIONS

**These fields are mandatory and are to be completed in all cases.

PLEASE NOTE THAT THIS CLAIM MAY BE RETURNED IF ALL RELEVANT SECTIONS ARE NOT FULLY COMPLETED WHICH MAY THEN MISS THE PAYROLL DEADLINE.   ALL CLAIMS SHOULD REACH THE SCHOOL’S PAYROLL PROVIDER BY THE DATE ADVISED FOR ACTION


		SERVICE AREA DETAILS**                           





		NAME OF SERVICE AREA:




		     

		POST TITLE:



		     





		EMPLOYEE DETAILS**





		SURNAME:



		     

		FORENAMES:



		     



		NI NUMBER:

(IF KNOWN)

		     

		PAYROLL NUMBER: (7 digits 1 ALPHA) (See payslip)

		     





		USER DETAILS **(PLEASE TICK RELEVANT BOX)





		 FORMCHECKBOX 
  CAR/VAN.                     FORMCHECKBOX 
  MOTORCYCLES. 


 FORMCHECKBOX 
  BICYCLE.                    FORMCHECKBOX 
   PUBLIC TRANSPORT.







		CAR DETAILS **





		MAKE/MODEL:      







		VEHICLE CC:      

		VEHICLE REGISTRATION:      





		CLAIM SUMMARY DETAILS – Please complete full details of claim on a mileage log sheet (to be retained by school)





		PERIOD COVERED (date)


     



		MILES CLAIMED:  


      

(this is your official Business mileage AFTER your home to office and SLMG in-county mileage has been deducted)

		PUBLIC TRANSPORT COSTS:


£     

(this is any costs incurred using public transport for business travel (please note you may be required to produce your ticket/s for audit purposes)) 





I claim the above mileage as having been driven on official business and in compliance with the Councils rules as detailed overleaf.  


I hold a current driving licence authorising the use of the vehicle and a Motor Insurance Policy extended to cover the use of the vehicle for business use on behalf of the Council.

		Signature of claimant **:      

		Extension No:      



		Print Name:      

		Date:      





I certify that in my opinion the miles claimed and as shown on the mileage log, were made whilst on necessary official Council business and the mileages shown are reasonable.  


N.B Actual Log sheets and VAT receipts should be retained by the school.  These are not required by the payroll provider


		Line Manager Authorisation **:      

		Extension No:      



		Print Name:      

		Date:      





		The information contained in/on this document/form is confidential and may also be privilege.  It is for exclusive use of the addressee/s. This information is used solely to enable Nottingham City Council to perform its obligations under contracts of employment.  If you are not the addressee, please note that any distribution, copying, or use of this message and information is prohibited.  If you receive this information in error, please advise the sender immediately and delete/destroy it immediately.

		Please return completed form to: East Midlands Service Centre

Or alternative payroll provider (as appropriate)









This form should be used to claim all types of business travel.  Please ensure you complete all fields, each part should be self-explanatory but guidance is listed below for clarification.


SERVICE AREA DETAILS


Please indicate your Service Area.  

Post Title is the name of the job you do.   

EMPLOYEE DETAILS


Full Name, National Insurance Number and Pay Number are required here.


Your National Insurance Number can be found on the top left hand side of your pay advice/slip.  The format of a National Insurance number is: two letters, six numbers followed by one letter, e.g. NC 12 34 56 C 


Your Pay Number can be found in two places on your pay advice/slip.  Just above the National Insurance number and on the front of your advice/slip above your name.  The format of a pay number is: seven numbers and one letter, e.g. 1234567A.  If you can’t find it - ask your manager. It is also located on the absence recording system, CARS, possibly as contract number.


USER DETAILS


This is the type of travel user you are either Car/Van/ Motorcycle/Public Transport/ Cycle

If you are using your bicycle for business journeys i.e. from office to office during working hours, you can claim an allowance and would tick the bicycle box.


If you are claiming public transport i.e. bus or rail fare you should tick the public Transport costs box. (Please note that bus or train ticket will need to be included)


CAR DETAILS


Accurate details of your car are required to enable us to process your claim and ensure we provide details of your category to the Inland Revenue.  


Please ensure you show the actual cc of your vehicle (this can be found on your Vehicle Registration Document). 


CLAIM SUMMARY DETAILS


Period Covered (date) is the whole period relevant for this particular claim.


Miles claimed is the total amount of miles for the period covered.


Public Transport Costs is the total amount you are claiming for Bus and/or train fare supported by the travel ticket(s).


Signature fields of Claimant and Line Manager must be completed in full i.e. Printed Names, Phone Extension Numbers, Signatures and Date of Signing. 


Before approving journeys or signing claim forms Managers should have ensured that the amount claimed was the cheapest form of transport for the journey(s) claimed or be in a position to justify why a cheaper form of transport was not utilised.


Please return the form to:


East Midlands Service Centre


or alternative payroll provider (as appropriate)


BUSINESS TRAVEL/MILEAGE CLAIM FORM – TRM1







BUSINESS TRAVEL/MILEAGE CLAIM FORM – TRM1



Completion Guidance
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MODEL LETTER 4


Notification of Outcome - Written Warning


Private and Confidential


[Name]


[Address]


[Date]


Dear


[Name of] School - Disciplinary Procedure


Following the disciplinary hearing held at [insert venue] on [insert date], with [name], Investigating Officer and me / the Staff Dismissal Committee and in the presence of the head teacher, I am writing to confirm my/our decision.  The meeting was arranged within the framework of the School’s Disciplinary Procedure and you were represented by [name] / chose not to exercise your right to be represented.


In reaching my/our decision, I/we have taken into account all the facts of the case and the information provided in mitigation by you and your trade union representative.

The allegation(s) was/were: [insert/list allegations]

[Insert details of any points put forward by the employee/employee’s representative in mitigation, etc.]


I have carefully considered everything you put forward by way of explanation/mitigation. However, I have decided to issue you with a first written warning which will remain on your personal file for a period of 6 months from the date of this letter.


My reasons are [insert reasons for issuing warning – respond to each allegation separately].

If during the time that the warning remains live, your conduct and performance have been satisfactory and there have been no further incidents of misconduct, the warning may be considered ‘spent’ and removed from your file.  However the disciplinary procedure does allow a review of the warning and therefore it may remain for a further period of time.  If during the time that the warning remains live there is any further misconduct, it may lead to disciplinary action of a more serious nature being taken against you which may include a final written warning or dismissal.


[Insert details of the improvement in conduct or performance expected and the timescales for achieving this improvement.]


[Insert details of any other agreed outcomes / support mechanisms to be put in place as a result of the hearing and/or to assist the employee to improve.]


If you wish to appeal against this decision you may do so to me within 10 working days of the receipt of this letter.  You should state briefly the grounds of your appeal.  You will be offered the opportunity of being heard in person.  At this time you may be represented, if you so wish, by your Trade Union representative or work colleague.


Yours sincerely


Head Teacher/Chair of Staff Dismissal Committee [delete as appropriate]

Copy to:   Children’s Services Human Resources
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MODEL LETTER 5


Notification of Outcome - Final Warning


Private and Confidential 


[Name]


[Address]


[Date]


Dear


[Name of] School - Disciplinary Procedure


Following the disciplinary hearing held at [insert venue] on [insert date], with [name], Investigating Officer and me / the Staff Dismissal Committee and in the presence of the head teacher, I am writing to confirm my decision.  The meeting was arranged within the framework of the School’s Disciplinary Procedure and you were represented by [name] / chose not to exercise your right to be represented.


In reaching my decision, I have taken into account all the facts of the case and the information provided in mitigation by you and your trade union representative. 


The allegation(s) was/were: [insert/list allegations]

[Insert details of any points put forward by the employee/employee’s representative in mitigation, etc.]


I have carefully considered everything you put forward by way of explanation/mitigation. However, I have decided to issue you with a final written warning which will remain on your personal file for a period of 12 months from the date of this letter.


My reasons are [insert reasons for issuing warning – respond to each allegation separately].

If during the time that the warning remains live, your conduct and performance have been satisfactory and there have been no further incidents of misconduct, the warning may be considered ‘spent’ and removed from your file. However the disciplinary procedure does allow a review of the warning and therefore it may remain for a further period of time.  If during the time that the warning remains live there is any further misconduct, it may lead to disciplinary action of a more serious nature being taken against you which may lead to dismissal.


[Insert details of the improvement in conduct or performance expected and the timescales for achieving this improvement.]


[Insert details of any other agreed outcomes / support mechanisms to be put in place as a result of the hearing and/or to assist the employee to improve.]


If you wish to appeal against this decision you may do so to me within 10 working days of the receipt of this letter.  You should state briefly the grounds of your appeal.  You will be offered the opportunity of being heard in person.  At this time you may be represented, if you so wish, by your Trade Union representative or work colleague.


Yours sincerely


Head Teacher/Chair of Staff Dismissal Committee [delete as appropriate]


Copy to:  Children’s Services Human Resources
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MODEL LETTER 6


Invitation to a First Assessment Stage Meeting


Private & Confidential


[Name]


[Address]


[Date]


Dear


Re:  Capability Interview


Following our meeting held on [date] when I issued you with a warning under the School’s Disciplinary Procedure (Part B1 – Performance), I write to invite you to a meeting to discuss your performance following the First Assessment Stage.


I have to inform you that if there has not been a sustained improvement in your performance, I will be required to issue you with a second written warning and move onto the Second Assessment Stage.


The interview will be held at [time and location] on [date].  You may wish to be represented by your trade union or a work colleague.


The purpose of the interview is to discuss your continued performance difficulties, identify any further support and seek to resolve any issues where possible.  I have attached a copy of the measures previously agreed for your support.


Yours sincerely


Head Teacher
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MODEL LETTER 7


Invitation to Appeal Hearing


Private & Confidential


[Name]


[Address]


[Date]


Dear 


[Name of] School - Disciplinary Procedure


Further to the disciplinary meeting held on [date] and to my letter dated [date] informing you of my decision/the decision of the Staff Dismissal Committee, I understand from your letter dated [date] that you now wish to appeal against the decision to [refer to the outcome of the initial hearing].


In accordance with the School’s Disciplinary Procedure I would advise you that I have arranged a meeting to consider your appeal.  A copy of the disciplinary procedure is attached for your information.


The meeting will be with the Staff Dismissal Appeals Committee of the governing body and will be at [place] at [time] on [date].  Specifically the meeting will consider [detail here the same information as sent in the initial hearing letter].


Within the provisions of the School’s Disciplinary Procedure you are entitled to receive copies of the documents relating to the case that will be considered at the appeal.  I attach for your information, copies of the following documents:


a) List and send all of the information as previously sent out for the initial hearing.


b) List and send any information submitted by the individual either before the initial hearing or at the hearing.


If there is any further information relating to this case that you would like to submit to the governors for their consideration, will you please arrange for this to be sent to me as soon as possible and by [date] at the latest so that I can circulate copies to members of the Appeal Committee in plenty of time for their consideration before the meeting.


I would like to take this opportunity to inform you that you have the right to be represented at this meeting by your Trade Union representative or a work colleague and you may if you wish call witnesses to support your case.  Please let me know if you are intending to do this so that arrangements to accommodate your witnesses can be made.


Please confirm with me that you are able to attend this meeting on the date and times given.  I have enclosed an additional copy of this letter and accompanying details for you to give to your trade union representative/work colleague.


Yours sincerely


Head Teacher/Chair of Staff Dismissal Committee [delete as appropriate]


Enc


Copy to: Children’s Services Human Resources
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MODEL LETTER 8


Notification of Outcome of Appeal


Private and Confidential 


[Name]


[Address]


[Date]


Dear 


[Name of] School - Disciplinary Procedure


I refer to the meeting of the Staff Dismissal Appeal Committee of the Governing Body on [insert date] at [insert venue], I am writing to confirm our decision.


In reaching our decision, we have taken into account the information provided by you and your trade union representative in support of your appeal.


[Insert details of any points put forward by the employee/employee’s representative in support of the appeal, etc.]


We have decided that the decision to [insert disciplinary action taken] stands /or the decision to [insert disciplinary action] be revoked [specify if no disciplinary action is being taken or what the new disciplinary action is].


Our reasons are [insert reasons – respond to each allegation separately].

You have now exercised your right of appeal under the School’s Disciplinary Procedure and this decision is final.


Yours sincerely


Chair of the Staff Dismissal Appeals Committee


Copy to: Children’s Services Human Resources
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Appendix 1 - MODEL LETTER Notification of Suspension

Private & Confidential


Name


Address


Dear


Re: Suspension under the school’s Disciplinary Procedure – Staff Facing Allegations of Abuse


Further to our recent discussion, I confirm that in view of the allegation(s) which has/have come to light, namely [provide summary of allegations relating to inappropriate behaviour towards a pupil], I have taken the decision to suspend you from your post as [job title] at this school, with immediate effect.  The suspension is a precautionary measure and one of which there is no right of appeal. 


During suspension, an allowance will be paid to you which is equivalent to your normal pay on the condition that you remain available during normal working hours, and at the required notice, for interview. Any periods during which you will not be available should be notified to your line manager for approval, as with any other absence from work.  


I must advise you that, during the period of suspension and whilst any ongoing investigations are proceeding, you may not enter the school premises and should refrain from discussing these issues with work colleagues.  However, should you have any queries regarding the procedure or any welfare issues please contact [named contact] on 0115 915 XXXX, who will be able to provide support [amend as appropriate for academies]. The City Council’s Employee Assistance Line can also be accessed should you feel you require the support of a confidential counselling service, the number is 0800 269 616[amend as appropriate for academies]. You may also be able to access further support if you belong to a trade union.


Whilst I am unable to confirm at this stage when the investigation will be completed, I do understand how difficult this situation must be for you and can assure you that the investigation will take place without delay.


The suspension will be subject to review within five working days and you will be kept informed of proceedings in writing following this review.  I can confirm that this review meeting will take place on [insert date 5 days from suspension date].

Please contact me on the above number if you wish a copy of this letter, and other related correspondence, to be sent to your trade union representative, providing details of where copies should be sent/emailed.


School support staff only 


During your period of suspension annual leave should be taken in accordance with the normal procedures and should be approved in the normal way.  You should be aware that the provision for the carry-over of annual leave from one leave year to the next is five days.


Yours sincerely


HEAD TEACHER


Copies to:   


· Chair of Governors


· HR Advisor


· Investigating Officer 


· TU Representative (if applicable)

· Marked FAO: HR Business Partner – Nottingham City Council (email: schools.hrenquiries@nottinghamcity.gov.uk) 
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APPENDIX 1


Flowchart for Head Teacher/Governors on Dealing with Grievances


Informal resolution of grievance (possible discussion with TU – exhausted avenues)


(

Step 1 – letter received from individual with a grievance


(

Mediation explored and undertaken if appropriate


(

Investigation of grievance (if appropriate)


(

Letter to aggrieved party inviting them to Step 2 meeting (must be given 5 working days notice)


(

Step 2 – Formal grievance meeting


(

Letter of decision to aggrieved, detailing right to appeal (within 5 working days)


(

Step 3 – Appeal letter submitted (within 10 working days)


(

Letter inviting aggrieved to an appeal hearing (must be given 5 working days notice)


(

Step 3 meeting to hear grievance 


(

Letter of decision to aggrieved (within 5 working days)
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APPENDIX 2


Formal Grievance Form (Grv1)


STRICTLY CONFIDENTIAL – Formal Grievance


· Please ensure that you have read the grievance procedure before completing this form.


· Attempts should be made to resolve matters informally before lodging a formal grievance.


· You must complete sections A and C. Only complete section B where it is appropriate to your grievance


· You may seek assistance from your Trade Union representative in completing this form where applicable.



Section A

		Name:

		



		Job Title:

		



		School:

		



		Manager:

		





I wish to submit a formal grievance in accordance with the school’s Grievance Procedure. The details of my grievance are below; (You may attach additional sheets to this form where necessary)

		Date of the first event(s) leading to the grievance:








		I have tried to resolve my grievance informally with:                                                       on:





Where applicable, please indication the name of the person you have tried to resolve this matter with and the date it was initially raised.

Please provide brief details below of the outcome of the informal stage:


		







Section B


Only complete this section where applicable to your grievance. If this section is not applicable go to section C.


If your grievance involves a complaint of harassment, discrimination, bullying or victimisation, please provide details below;


		Name(s) of person(s) complaint is against:








Details of the complaint including a description of the behaviour and why it is felt to be unacceptable, date(s) and location(s) of occurrences (wherever possible):


		





What steps have you taken to stop the unwelcome behaviour:


Where applicable, please indicate the name of the person you have tried to resolve this matter with and the date it was initially raised as well as the outcome of your attempts to resolve this matter informally.


		





Please provide details of the outcome you are seeking by raising a grievance:


		







Section C

Please provide details of the outcome you are seeking by raising this grievance:


You only need to provide details of the outcome you are seeking if you have not completed section B.


		





Signed (employee): __________________________________________________________


In signing this form you are agreeing that the information provided is true to the best of your knowledge. The employee with the grievance must sign the form, even if it is completed on their behalf by a trade union representative.



		Date received by manager/head teacher:





		Date copy sent to HR:


HR Contact:
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APPENDIX 3


The Investigation Stage


Following receipt of a grievance, the head teacher will need to determine the level of investigation required dependant on the nature of the grievance. If an investigation is required the following briefly outlines the investigation stage.


· The head teacher will appoint an impartial investigating officer.


· The investigating officer will arrange to see the complainant as soon as possible to confirm the details of the complaint. A complaint made through a third party should be confirmed with the actual victim/complainant. Should the complainant so wish, arrangements should be made by the head teacher to remove him/her from the immediate working environment.


· The investigating officer will check the wording of a statement from the complainant to make sure that it accurately reflects the complainant.


· The investigating officer will inform any alleged harasser that a complaint has been received and arrange to speak to him/her.  The nature of the complaint will be explained to the alleged harasser.


· The investigating officer will check the wording of a statement from the alleged harasser to make sure that it accurately reflects his/her response to the complaint.


· Interviews with any witnesses will be conducted and a final investigatory report prepared.


· The complainant and the alleged harasser(s) will be entitled to see the investigatory report before any formal Step 2 meeting under the procedure. (This does not include appendices i.e. witness statements.)


· The investigating officer will present a purely factual report to the head teacher/panel of governors.  The investigating officer’s report will not contain recommendations or opinion.
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APPENDIX 4


Procedure for Step 2 Meeting


1.
Individual presents their grievance and suggestions of how they would like to see it resolved.


2. Questions from the respondent against whom the grievance is lodged.


3. The respondent presents their case.


4. Questions from individual with grievance.


5. Individual with grievance sums up.


6. The respondent sums up.


7. All parties adjourn.


8. Written response to individual with grievance (if appropriate) within 5 working days


9.
Where the problem is still unresolved, there must be a right of appeal to different governors.
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APPENDIX 5


Formal Grievance Appeal Form (Grv2)


STRICTLY CONFIDENTIAL – Grievance Appeal Form


· Please ensure that you have read the grievance procedure before completing this form.


· You may seek assistance from your Trade Union representative in completing this form where applicable.

		Name:

		



		Job Title:

		



		School:

		



		Name of Manager who made step 2 decision:

		





I wish to appeal against the step 2 decision made in relation to the formal grievance I raised in accordance with the school’s Grievance Procedure. The reason(s) for my appeal is/are:


You should identify any findings of fact you disagree with from the step 2 decision.


		· an inconsistent, inappropriate outcome 


· extenuating circumstances 


· alleged bias of the Disciplining Officer Deciding Officer


· alleged unfairness in the conduct of the hearing 


· new evidence subsequently coming to light.


Please provide further details regarding your appeal:








Please provide details of the outcome you are seeking by appealing the decision:


		





Signed (employee): __________________________________________________________


In signing this form you are agreeing that the information provided is true to the best of your knowledge. The employee raising the appeal must sign the form, even if it is completed on their behalf by a trade union representative.

		Name of Trade Union Representative (where applicable):


Union:





		Date appeal submitted:







		Date received by manager/head teacher:





		Date copy sent to HR Advisor:


HR Contact:
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Name:




		 

		 

		 

		

		Pay Number:

		 

		Department:

		 

		 



		What is your pay day?

		 22nd or 27th (please circle)

		 

		 

		 

		 

		 



		Date

		Time of Journeys

		Details of Journeys

		Mileometer

		Readings

		Mileage

		Notes



		 

		Start

		Finish

		From

		To

		Reason for Journey & Names of Official Passengers

		 

		Start

		Finish

		Covered

		 



		 

		 

		 

		 

		 

		 

		 

		 

		 

		 



		 

		 

		 

		 

		 

		 

		 

		 

		 

		 



		 

		 

		 

		 

		 

		 

		 

		 

		 

		 



		 

		 

		 

		 

		 

		 

		 

		 

		 

		 



		 

		 

		 

		 

		 

		 

		 

		 

		 

		 



		 

		 

		 

		 

		 

		 

		 

		 

		 

		 



		 

		 

		 

		 

		 

		 

		 

		 

		 

		 



		 

		 

		 

		 

		 

		 

		 

		 

		 

		 



		 

		 

		 

		 

		 

		 

		 

		 

		 

		 



		 

		 

		 

		 

		 

		 

		 

		 

		 

		 



		 

		 

		 

		 

		 

		 

		 

		 

		 

		 



		 

		 

		 

		 

		 

		 

		 

		 

		 

		 



		

 




		 

		 

		 

		 

		 

		 

		 

		 



		

		The information contained on this form is confidential. It is for the exclusive use of the addressee/s. This information is to enable the Nottingham City Council to process an employees claim. If you are not the addressee, the distribution, copying or use of this form is strictly prohibited. If you receive this information in error, please advise the sender and delete/destroy this information immediately.
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APPENDIX 6


Procedure for Appeal Meeting

1.
Individual presents their grievance and suggestions of how they would like to see it resolved.


2.
Questions from the respondent against whom the grievance is lodged.


3.
Questions from the panel of governors.


4.
The respondent presents their case.


5.
Questions from individual with grievance.


6.
Questions from the panel of governors.


7.
Individual with grievance sums up.


8.
The respondent sums up.


9.
All parties adjourn.


10.
Panel deliberate and reach a decision.  In exceptional circumstances governors may need further time to explore possibilities about the resolution of the grievance, or they may themselves wish to take advice on how to proceed.  The individual should be informed when they might reasonably expect a response if one cannot be made at the time (bearing in mind timescales set out in the procedure).


11.
Written response to both parties (if appropriate) within 5 working days
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APPENDIX 7


The Mediation Service


The City Council has developed a mediation service to complement the Council’s formal arrangements for dealing with workplace issues such as harassment, discrimination, victimisation and bullying.  Mediation is an informal process which aims to promote effective conflict management in the workplace and to address problems at an early stage, before they escalate into major issues for all concerned.  It allows the possibility of a speedy resolution to problems and assures confidentiality for all those involved in the process.


Entering into mediation is voluntary; however the procedure does encourage complainants to consider mediation as an appropriate method of dispute resolution.


The Service Explained


Head teachers/managers/supervisors etc who become aware of issues of harassment (whether a formal complaint has been received or not) can encourage those involved to consider approaching the Mediation Service


The Employee Wellbeing Service manages the Mediation Service.  The head teacher/manager or supervisor who is dealing with the complaint can contact Employee Wellbeing, however self-referral by individuals is the preferred option.


The Conflict Resolution Co-ordinator will nominate two trained mediators who will be sensitively matched to work with both parties.   All mediators are skilled, trained and qualified people who will be impartial as they work in another department.  Mediators are from different backgrounds and lifestyles and will also be able to relate to most situations as they also work for the Council.  The Mediation Service is offered in a confidential manner and the mediators will not inform anyone that they are working with individuals.  What individuals say will not be passed onto their line manager or kept in their personnel file.


Mediation can either be used as an initial approach as soon as a problem is identified, or alternatively it can be used at the end of a formal procedure to help rebuild relationships.


 Informal Approach




Formal Procedure


        Mediation




Written Complaint, Investigation, 


Hearing & Decision



Mediation


Mediation consists of a series of meetings held by the mediators, often beginning with individual meetings with the complainant and the alleged perpetrator(s), progressing to face to face meetings between the complainant and the alleged perpetrator(s) when appropriate.


Mediators are bound by a professional code of conduct and will be at all times aware of the need to avoid pressuring the complainant in any way or deterring them from making a formal complaint.  They will, however, be able to help individuals to consider other internal options and the implications of these.  They will also be able to tell individuals where they might be able to get further assistance.  The role of the mediators is not to tell individuals what to do, but to help those involved to decide what they want to do- if anything- and decide what is most appropriate for their situation.  If the problem is not resolved through mediation, individuals may still pursue the issues through the formal procedure if they choose to do so.


The Mediation Service can be contacted via the telephone on (0115) 87 64253.
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MODEL LETTER 1


Acknowledgement Letter

Private & Confidential


[Name]


[Address]


[Date]


Dear 


RE: Grievance


I am writing to confirm that we are in receipt of the formal grievance form dated [date] which was registering a complaint under the School’s Grievance Procedure.


We have logged your grievance and you will be contacted in due course with regards to a response.


Yours sincerely


Head Teacher/Chair of Governors [delete as appropriate]
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MODEL LETTER 2


Invite to Step 2 Meeting


Private & Confidential


[Name]


[Address]


[Date]


Dear


I am writing to invite you to attend a Step 2 meeting to discuss the grievance that you have raised on [date] with regards to [insert details of grievance].

The meeting will be held at [venue] on [date] at [time].  You are entitled to be accompanied by a Trade Union Representative or work colleague at this meeting.


(If appropriate)


I enclose with this letter details of the documentation that will be referred to at the step 2 meeting and a copy of the school’s Grievance Procedure.


You must take all reasonable steps to attend the Step 2 meeting. If you are unable to attend on the date and time specified, please contact me on the above number as soon as possible.


The meeting will be minuted and a letter will be issued notifying you of the decision taken.


I enclose a copy of the School Grievance Procedure for your information.


Please confirm with me by [date] that you are able to attend the above meeting.


Yours sincerely


Head Teacher/Chair of Governors [delete as appropriate]

Enc
Grievance Procedure
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MODEL LETTER 3



Step 2 Outcome Letter

Private & Confidential


[Name]


[Address]


[Date]


Dear


I refer to the Step 2 grievance meeting that was held on [date] at [time] at [venue] to discuss the grievance that you raised in your letter dated [date].

In response to your grievance, I have decided that [insert decision and reasons for the decision].


If you are not satisfied with my decision, you have the right of appeal against the decision under Step 3 of the Grievance Procedure.  If you wish to appeal, you should lodge your appeal, in writing on a grievance appeal form (Grv2), to me, within 10 working days of receipt of this letter.  The appeal will then be heard by a panel of governors.


Yours sincerely


Head Teacher/Chair of Governors [delete as appropriate]

cc
HR Advisor




[TU Rep]



[Appeal Officer]
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MODEL LETTER 4


Invite Letter for Appeal Meeting

Private & Confidential


[Name]


[Address]


[Date]


Dear 


I am writing in response to your of appeal dated [date] against the decision concerning your grievance that was discussed at a Step 2 grievance meeting held on [date].


I am writing to invite you to attend a Step 3 grievance appeal on [date] at [time] in [venue] in accordance with the School Grievance Procedure.  The appeal will be heard by a panel of governors.  You are entitled to be accompanied by a Trade Union Representative or work colleague at this meeting.

The meeting will be minuted and a letter will be issued notifying you of the decision taken.  


Please confirm with me by [date] that you are able to attend the above meeting.


Yours sincerely


Chair of Governors/Chair of Appeals Panel [delete as appropriate]
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MODEL LETTER 5



Step 3 Appeal Outcome Letter


Private & Confidential


[Name]


[Address]


[Date]


Dear


I refer to the Step 3 grievance appeal meeting that was held on [date] at [time] at [venue] to discuss your appeal dated [date].


In response to your appeal, I have decided that [insert decision and reasons for the decision].


You have now exercised your right of appeal under the School Grievance Procedure and this decision is final.


Yours sincerely


Chair of Appeals Panel


Cc
HR Advisor



[TU Rep]
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Investigation Guidelines
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MODEL LETTERS


Model Letter 1
Invite to Investigatory Meeting

1.
INTRODUCTION


1.1
Under the Schools Disciplinary Procedure a head teacher or other senior member of staff will be appointed to investigate alleged misconduct.  These guidelines explore the purpose of such an investigation, the role of the Investigating Officer and the process that should be followed.  


1.2
An investigation is used to determine the facts of what has happened.  It should be conducted in an impartial manner and is not intended to establish the guilt or innocence of the subject of the allegation.  


2.
The role of the Investigating Officer


2.1
The Investigating Officer will usually be either the head teacher of the school or another senior member of the school staff.  The appointed person will be responsible for investigating the allegation and will usually be responsible for presenting the management case at any subsequent disciplinary hearing if the allegation is substantiated.  The Investigating Officer will be responsible for examining any background evidence, deciding on who should be interviewed, deciding on a timescale for the investigation, interviewing witnesses and preparing a report which will recommend whether or not the matter should proceed to a disciplinary hearing.  Each of these areas is explored in further detail below.


3.
Timescales


3.1
An allegation of misconduct should be dealt with as a matter of urgency as no disciplinary action can take place until the case has been investigated.  The Investigating Officer will need to bear this in mind when planning the stages of the process, there should be careful planning in order to ensure that the right people are seen and the necessary questions asked.   A sense of urgency should be balanced with sensitivity towards those involved. 

3.2
Where a grievance is being investigated it should be noted that the Employment Act 2002 (Dispute Resolution) 2004 requires a grievance to be resolved within 28 days of receiving a written complaint.  The Investigating Officer must take this into account including the time required for all formal meetings under the Grievance Procedure.  If the employee were to submit a grievance to an Employment Tribunal claims could be subject to award adjustment (between 10-50%) against whichever party is deemed responsible for the failure to complete the statutory procedures within the recommended time period. 


4.
Gathering background information

4.1
Once the allegation has been made the Investigating Officer is responsible for drawing together any information that may relate to the allegation of misconduct before conducting interviews.  This may include relevant procedures, communications or background information about the individuals involved.   


4.2
The next step is to decide who needs to be interviewed in order to decide whether the allegation should be pursued or not.  The list of witnesses may change as the investigation proceeds.  The Investigating Officer will need to consider in which order to see people.


5.
Interviewing witnesses

5.1
Investigation meetings should take place in a quiet room where the meeting can be conducted in privacy and not be interrupted or overheard.


5.2
During interviews the Investigating Officer should: 


· Inform the witness of the allegation that is being investigated and explain the investigation process and any timescales involved.


· Make witnesses aware that the information they supply could be used at any subsequent disciplinary hearing.


· Point out that any information discussed at the meeting should remain confidential and not be discussed with other members of staff, including other witnesses.  This is to maintain the reliability of the evidence supplied.


· Explain that minutes will be taken during the meeting and that the interviewee will be asked to sign these as an accurate record of the meeting.


· Highlight an expectation for honesty.


5.3
The Investigating Officer should draw up a list of questions for each witness in good time before the meeting.  The questions should be: 


· Concise; the Investigating Officer should address one point at a time.


· Neutral; the investigation process is designed to gather information not to decide whether or not the allegation is substantiated.


· Tailored to any background information available.


· Open; in order to avoid leading the witness to give specific answers.


· Fact-finding; the Investigating Officer should avoid asking for opinion although this may sometimes be suitable/necessary.


Supplementary questions should be asked if the information supplied is not sufficient


For further advice on the type of questions that should be asked please contact Education Human Resources.


5.4
A copy of the questions for each witness should be included in the investigation report.


5.5
Once the interview has concluded the Investigating Officer should ensure that an agreed statement is signed and dated by the witness.  Attempts to correct, alter or add to direct speech should be done in brackets in order to retain the original quotation.  A copy of the agreed statement should be given to witnesses.  If, in the future the witness wishes to make an addition to their statement this should be signed and dated and attached as an appendix to the original statement.  


6.
Interviewing the employee accused of misconduct


6.1
The interview process for the employee accused of misconduct should follow a similar process to that detailed above.  However there are some differences that should be noted.  These are detailed below.


6.2
The employee should be written to informing them that they are expected to attend an investigation meeting in order to look into the allegation.  (Model Letter 1 – Invitation to an Investigatory Meeting)


6.3
The employee has no right to representation.  However, if an employee requests to be accompanied by a trade union representative or work colleague this should be acceded to.  The Investigating Officer needs to ensure that both parties understand that the employee is being accompanied and not represented.  The employee will be expected to answer questions.


6.4
At the meeting the Investigating Officer should:


· State the nature of the allegation made


· Explain that the meeting must remain confidential


· Explain the investigation process and any timescales involved


· Highlight an expectation for honesty from the employee


6.5
Again questions should be:


· Concise; the Investigating Officer should address one point at a time.


· Neutral; the investigation process is designed to gather information not to decide whether or not the allegation is substantiated.


· Tailored to any background information available.


· Open; in order to avoid leading the employee to give specific answers


· Fact-finding; the Investigating Officer should avoid asking for opinion although this may sometimes be suitable/necessary. 


Supplementary questions should be given if the information supplied is not sufficient


For further advice on the type of questions that should be asked please contact Education Human Resources.


6.6
In addition the Investigating Officer should ensure that the employee is given an opportunity to ask questions if they wish to.


7.
Supporting staff


7.1
The Investigating Officer needs to recognise that the investigation process can be difficult for both witnesses and the employee accused of misconduct.  There are a number of issues related to this.


7.2
At times investigation meetings may need to be adjourned for a brief period in order to give the employee/witness time to collect themselves.


7.3
The Investigating Officer may need to debrief staff involved after an investigation has been concluded.  The information that can be disclosed may be limited but some explanation of processes should be given.


7.4
Support should be offered to the employee accused of misconduct if the accusation is not substantiated.


7.5
For further support employees should also be referred to the relevant Trade Union representative.


8.
Preparing an investigation report


8.1
Once all the interviews have been concluded the Investigating Officer is required to produce a report, this will be used to determine whether or not the matter should progress to a disciplinary hearing.


8.2
An investigation report should include:


· Index of contents.


· An introduction explaining the allegation, the name and position of the person accused of misconduct and any other useful information relating to the case.


· A schedule of who was interviewed and their position.


· A summary of findings. If this section refers to other documents these should be included as appendices. 


· A statement of how the investigation should proceed, i.e. whether a disciplinary hearing should be arranged.


· Copies of agreed interview notes/statements for all those interviewed.


8.3
When deciding how the case should progress the Investigating Officer should take account of any personal difficulties or circumstances outside of the control of the employee, which may have been a contributing factor to the alleged misconduct.


8.4
If the matter is to progress further a formal hearing will be arranged.  For further information please refer to the School Disciplinary Procedure (Section 6).


9.
Suspension

9.1
At any stage prior to, during or following the investigation the Investigating Officer may consider it necessary to suspend the employee involved.  For further information regarding suspension please refer to the School Disciplinary Procedure (Section 6).


10.
Further Action and information


10.1
For advice on further action once the investigation has been concluded please refer to the School Disciplinary Procedure (Section 6).


MODEL LETTER 1


Invite to Investigatory Meeting

Private & Confidential


[Name]

[Address]

[Date]

Dear


Investigatory Meeting


Further to the recent discussion you have had with ……………………, I am writing to arrange a time to meet to conduct an investigatory meeting into allegations of misconduct/gross misconduct against you.


I should like to meet with you on [insert date] at [insert time] at [insert venue].


I must advise you that this is an investigatory interview and not a disciplinary interview.  You have the right to be accompanied by a trade union representative or a work colleague at this interview. 


Please contact me on receipt of this letter to confirm your attendance and, if you wish to exercise your right to be accompanied, the name of the person who will be accompanying you at the interview.  Please also confirm if this date and time is not possible so that alternative arrangements can be made.


I must inform you that this meeting will be minuted and, depending on the outcome, a decision will be taken on whether formal disciplinary action will be taken under the School’s Disciplinary Procedure.


Please confirm with me by [date] that you will attend.


Yours sincerely


INVESTIGATING OFFICER /HEAD TEACHER (delete as appropriate)

Children’s Services Human Resources 

May 2009
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MODEL LETTER 1


Invite to Investigatory Meeting

Private & Confidential


[Name]

[Address]

[Date]

Dear


Investigatory Meeting


Further to the recent discussion you have had with ……………………, I am writing to arrange a time to meet to conduct an investigatory meeting into allegations of misconduct/gross misconduct against you.


I should like to meet with you on [insert date] at [insert time] at [insert venue].


I must advise you that this is an investigatory interview and not a disciplinary interview.  You have the right to be accompanied by a trade union representative or a work colleague at this interview. 


Please contact me on receipt of this letter to confirm your attendance and, if you wish to exercise your right to be accompanied, the name of the person who will be accompanying you at the interview.  Please also confirm if this date and time is not possible so that alternative arrangements can be made.


I must inform you that this meeting will be minuted and, depending on the outcome, a decision will be taken on whether formal disciplinary action will be taken under the School’s Disciplinary Procedure.


Please confirm with me by [date] that you will attend.


Yours sincerely


INVESTIGATING OFFICER /HEAD TEACHER (delete as appropriate)
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MODEL LETTER 1


Invitation to Meeting after Reaching Trigger Level

Private and Confidential


[Name]


[Address]


[Date]


Dear


Re:
Sickness Absence Interview


I am writing to inform you that as your sickness absence has reached the trigger level of XXXX or XXXX occasions in a twelve-month period, you must be formally interviewed as part of the school’s Attendance Management Procedure.  You should be aware that this meeting could result in formal action being taken in the form of a notification of concern.


The purpose of the interview is to discuss your level of sickness absence, the causes of it, identify any support and seek to resolve any issues where possible.  I have attached a copy of your absence record for your reference.


The interview will be held on [insert date] at [insert time] at [insert venue].  You may wish to be accompanied by your trade union representative or work colleague.  You must inform your representative of the time and date for the meeting.


A copy of the School’s Attendance Management procedure is attached OR available from [insert details].


Yours sincerely


Senior Management Team/Head Teacher (delete as appropriate)


