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Welcome to your new post in Worcestershire.
This guidance is for employees of Worcestershire Schools whether they have worked in a school for many years or are new to post.  Together with your statement of employment particulars and letter of appointment this booklet should provide you with most of the information you need relating to your employment; however please feel free to contact the named person on your appointment letter or Human Resources if you have any questions about your terms and conditions.

If you are a teacher your terms and conditions of employment are in accordance with:
· The School Teachers’ Pay and Conditions Document
	     and
· The Conditions of Service for School Teachers in England and Wales
	(The Burgundy Book).

If you are a member of the support staff your terms and conditions of employment are in accordance with:
· The NJC National Agreement on Pay and Conditions of Service
	(The Green Book).

Your Headteacher or Line Manager will provide you with specific induction information about your school.
If you work in a community or voluntary controlled school, your employer is Worcestershire County Council, however the Governing Body has delegated responsibility for decisions relating to your employment.  The Headteacher has responsibility for the day-to-day management of the school including staffing issues.  If there are any issues which the Headteacher needs to refer to the Governing Body during the course of your employment, you will be advised accordingly.
If you work in a Voluntary Aided, Foundation or Trust School the Governing Body is your employer and special conditions of service may apply to you.  Please speak to your Headteacher for further information.
This document is to be read in conjunction with any school handbook and policies in existence in your school, please speak to your Headteacher or Line Manager for further details.
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Worcestershire County Council is committed to preventing and eliminating all forms of unjustifiable and unlawful discrimination, both as an employer and a service provider, pursuing equality of opportunity for all.  We undertake to ensure that everyone has fair access to employment with us and will take all possible steps to help our staff implement this commitment.
Every employee has a right to be treated with respect and dignity and if at any time you feel that you have been treated unfairly or harassed you should speak to your Headteacher / Line Manager or Human Resources.

Serious offences such as harassment will be treated as misconduct or gross misconduct.

Many schools will have their own Equality policy which applies to staff as well as pupils.
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Safeguarding
All Worcestershire schools are committed to safeguarding and promoting the welfare of children and young people and all staff are expected to share this commitment.  You must familiarise yourself with all school and County Council procedures relating to safeguarding and child protection.  Please speak to your Headteacher or Line Manager for further information.
Educational establishments play an important part in the prevention of abuse and neglect, through their own policies and procedures for safeguarding children, creating and maintaining a safe environment, and through the curriculum.  They promote resilience in children by helping them to stay safe from harm and encouraging them to talk to someone if they have worries or concerns.  Staff members play a crucial role in this process in noticing indications of abuse or neglect and in reporting concerns to Children’s Social Care.  But in rare circumstances staff in educational establishments have been found to be responsible for child abuse.  Given their daily contact with children in a variety of situations, staff are also vulnerable to accusations of abuse, leading to allegations from children, parents or other staff members.  The following employee guidance refers directly to such allegations and how they should be dealt with:
· Safe Working Practice for Staff working in Education Settings (September 2015)

A copy of this leaflet can be obtained from your Headteacher, Designated Safeguarding Lead or Human Resources.  It is essential that you familiarise yourself with the guidance in this leaflet.
[bookmark: _Hlk528056175]In addition there is statutory guidance available which is relevant for all staff working with children:  Working Together to Safeguard Children 2018 (publishing.service.gov.uk) and Keeping children safe in education 2021 (publishing.service.gov.uk)
All staff and volunteers working in regulated activity must be given appropriate safeguarding training, which includes safer working practice and management of allegations, which should be updated every three years.

Disclosure and Barring Service
All staff in schools working in regulated activity must have provided the school with a current DBS certificate before taking up their post.  Any convictions, cautions or other information on the disclosure will be fully risk assessed and where these are relevant to the post, employees may be excluded from working in an exempt post.
You must immediately inform your Headteacher if, during the course of your employment, you are subject to any allegations of a criminal nature, any criminal proceedings or convictions or cautions in order that this risk assessment can be undertaken.  Not all convictions will automatically exclude you from continuing in your role however failure to notify the Headteacher of any such occurrences may be viewed as a serious breach of conduct and be subject to disciplinary action, including dismissal.


[bookmark: _Hlk528056332]You must notify your Headteacher or Chair of Governors immediately of anything that affects your suitability to work with children, including pending court appearances, cautions etc.
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Notification of Sickness Absence
You should familiarise yourself with the procedures operating in your school and follow these at all times.
You, or someone acting on your behalf, must notify your Headteacher, or person designated for the purpose, of your absence from work as soon as possible, the reason for it and the likely duration.  If your absence is for more than one day, you should keep in regular contact with school to advise of your likely return date.
If you return to work before the eighth consecutive day of sickness absence, including weekends, you will need to complete a sickness record form (self-certification).  If you are absent for eight days or more, you must provide a medical certificate from your GP to cover all periods of absence thereafter.

GP's 'Fit Notes'
Since April 2010, the medical certification system allows a more proactive approach to managing a return to work.  'Fit Notes' allow for two options:  the GP can either state that you are not fit for work or they can state that you may be fit for work taking into account advice on the note, such as amended duties, altered hours, workplace adaptations, etc.  There is no longer a 'fit for work' option on the form.

On Return to Work
You must ensure the Headteacher is aware that you have returned to work.  In many schools, the Headteacher or a manager will routinely meet with colleagues returning to work.  This meeting often includes completion of a sickness record form.



Sickness Allowances
Subject to the provisions of your conditions of service, you will be entitled to receive contractual sick pay on the following basis:

Teaching Staff – in accordance with the Burgundy Book
During 1st year of service	‑	full pay for 25 working days and, after completing four months' service, half pay for 50 working days;

During 2nd year of service	‑	full pay for 50 working days and half pay for 50 working days;

During 3rd year of service	‑	full pay for 75 working days and half pay for 75 working days;

During 4th and successive years	‑	full pay for 100 working days and half pay for 100 working days.

Support Staff  -  in accordance with the Green Book

During 1st year of service	‑	full pay for one month and, after completing four months' service, half pay for two months;

During 2nd year of service	‑	full pay for two months and half pay for two months;

During 3rd year of service	‑	full pay for four months and half pay for four months;

During 4th and 5th year of service	‑	full pay for five months and half pay for five months.

After 5 years' service	-	full pay for six months and half pay for six months.

If you are not entitled to sick pay as described above, or if you are sick for a long period and your entitlement runs out, you will be informed of this by School Employee Services at the time.  They can be contacted for further information and assistance.
If you are absent due to illness, your school or the Council has a right to refer you to Occupational Health for advice or alternatively to seek additional medical advice; or may ask you to undergo a medical examination and may refuse to allow you to return to work without a satisfactory result of such a referral.
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Teachers

Your working time is in accordance with the School Teachers' Pay and Conditions Document, and as directed by your Headteacher.

You may not take holiday during term-time without prior written permission from the Governing Body.

Support Staff working term-time only

Your working time will be in accordance with your Contract of Employment and as directed by your Headteacher or Line Manager.  (Your salary includes an element of holiday pay pro rata to the annual leave entitlement of a full-time, full year employee.)

You may not take holiday during term-time without prior written permission from the Governing Body.

Support Staff working 52 weeks

Your working time will be in accordance with your Statement of Employment Particulars, and as directed by your Headteacher or Line Manager.

Your annual leave entitlement is 25 days.  An additional 5 days' annual leave is granted after 5 years of service.
Part-time employees receive a pro-rata leave entitlement.
Requests for leave must be made to your Headteacher or Line Manager as far in advance as possible.  Reasonable requests will usually be agreed but you must remember that you may be restricted if you seek leave at particularly popular times or when there is a high level of work.  In many schools you may be required to take the majority of your annual leave during school holiday periods, please speak to your Headteacher for further details.

The annual leave year runs from 1st April to 31st March.  Your annual leave should be taken in the leave year to which it applies.  However, there are provisions available for you to be able to automatically carry forward up to 5 days leave (pro rata for part-time employees) from one year to the next.  Payments in lieu of leave not taken are not made.
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If you wish to resign from your post, you must give the following minimum notice in writing to your Headteacher:

Teachers  –  in accordance with the Burgundy Book:

To leave at the end of the Autumn term:	resignation must be received by 31st October

To leave at the end of the Spring term:	resignation must be received by 28th February

To leave at the end of the Summer term:	resignation must be received by 31st May.

Support Staff  –  in accordance with the Green Book
(or your individual contract of employment)

To leave at any time in the school year, unless your individual contract states otherwise you are required to give a minimum of one month’s notice.  For salary grades SO1/2, two months, PO1 and above – three months.
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You may from time to time need to ask your Headteacher for paid or unpaid leave of absence.  There are arrangements covering time off for such things as jury service, local councillors, union duties, health screening, maternity and paternity leave, etc.  Further information can be obtained from your Headteacher or Human Resources.
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You may be entitled to travelling and subsistence expenses related to approved journeys.  Details are available in your school.
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You have the right to be a member of any Trade Union or none if you wish.  If you are a member you can take part in its activities at appropriate times and seek election to office or hold office in the union.

The unions currently recognised by the County Council are:

Teaching:
National Association of Headteachers (NAHT)
National Association of Schoolmasters Union of Women Teachers (NASUWT)
[bookmark: _Hlk528056582]National Education Union (incorporating ATL and NUT)
VOICE
The Association of School and College Leaders (ASCL)

Support Staff:
Unison
GMB
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If you have any issues about your employment which are causing you concern, you are advised to raise these directly with your Headteacher or Line Manager in the first instance.  However, you may also seek advice from your union or Human Resources.
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Up to date and full copies of all policies and procedures for your school and other information relating to your employment including:  Managing Sickness Absence, Grievance and Harassment, Disciplinary, Whistleblowing, Redundancies, Retirement, etc. are available on request from your Headteacher or from Human Resources.  In many schools, they are made available on the school’s intranet or, if you have access to HR SharePoint, you can also download copies directly.  .
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If you require information about your pension including contribution rates, benefit estimates or scheme details please contact the following:

Teachers:

The pension scheme for teachers is administered by Teachers' Pensions and many of your questions can be answered through accessing their website at Teachers' Pensions (teacherspensions.co.uk) or telephoning 0845 606 6166.
Support Staff:

The Local Government Pension Scheme for Worcestershire is administered at County Hall.  The Pensions Section can be contacted by telephoning the main County Hall switchboard on 01905 763763.  General information about the Local Government Pension Scheme can be found on the website at Home :: LGPS (lgpsmember.org)
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Human Resources – the HR Duty Adviser number for all queries relating to employment is 01905 844560.

Any queries in relation to your contract / hours etc. should be referred to School Employee Services by contacting WCCSES@liberata.com or 01905 676223;  Pay queries should be referred to Payroll at WCCSchools@liberata.com or 01905 676498 

If you have problems logging in to your Mercury Employee Self-Service account or have forgotten your password, please email Passwordresets@liberata.com, giving your name, payroll number and the name of the school.  Setting up memorable information in your account will mean that you can automatically set up a new password yourself.

If you are a member of a Trade Union, you can also contact your school or local representative for advice on employment matters.
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