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KENSINGTON COMMUNITY PRIMARY SCHOOL

PERSONNEL POLICIES AND PROCEDURES

OUTLINE GUIDANCE FOR STAFF

The following guidance was prepared in line with Liverpool City Council Policies and Procedures guidance based on National and Local Agreements with Trade Union and Staff representative bodies.

It also takes into account the special requirements for staff working in a school setting.

For greater detail please consult the Human Resources Department of Liverpool City council.  Policies are also available on the City Council’s Intranet

1. EMPLOYMENT CODE

Policies and Procedures for Grievance and Discipline are available in full on the City council Intranet and copies are also available from the Head Teacher. All staff should also have access to the ‘Code of Conduct for Employees’ and have a responsibility to ensure that their work complies with the standing orders of the City Council and that all work functions are undertaken in accordance with health and safety legislation, codes of practices including ‘Harassment and Discrimination’, ‘Whistle Blowing’ and ‘Equal Opportunities’ guidance and the City Council’s Safety Plan.

2. ATTENDANCE POLICIES

Kensington Community Primary School complies with the recommendations of the City Council as laid out in the document Attendance Policy and Procedures September 2021.  This covers all aspects of attendance, record keeping and sickness.  A copy of this document is available for all employees.

Sickness Absence Reporting
 The Human Resources and Payroll Department of the City Council is notified weekly of all absence by employees of the school.  Kensington Community Primary School uses the ‘Oracle’ Manager Self Service system. 

In order to qualify for payment of occupational sick pay employees must comply with the City Council’s notification and certification rules. 

The first procedure is to report by telephone to your Head Teacher before 8.00 AM, or as soon as possible before the commencement of your shift.  A Sickness Declaration Form, (SD1), must be received by the 4th day of absence.  If your absence lasts more than 7 days you must obtain and submit a doctor’s medical certificate.  If your absence is continuing then a doctor’s certificate must be received on the day that your previous doctor’s statement expires.  

Unauthorised Absence:
If an employee fails to follow the procedure for notification of absence then she/he will be considered to be absent without permission. 
Returning to Work
You must notify your manager when you have an expected date to return to work prior to your return.  If your medical certificate does not specify a return to work date then you must submit a doctor’s statement confirming your fitness to return to work.

In the event that you fail to comply with any of the above requirements sickness pay will be withheld.

Management Responsibilities

The employee Line Manager, at Kensington Community Primary School this is normally the Head Teacher has certain responsibilities in accordance with employee sickness absence.

The Line Manager must ensure that:

· The initial information regarding the nature of the sickness is obtained 

· Concern is shown for the individual.

· It is ascertained if there is anything the school can do to support their colleague

· It is ascertained what can be done to ease the employee back into the workplace

· Contact is maintained throughout the period of employee sickness

· Medical Examinations are arranged in certain circumstances or for long term absence

· Employee Attendance records are regularly reviewed

· Accurate sickness records are kept

Action upon Return to Work

Line Managers must ensure that:
· All staff without exception are interviewed in their return to work from sick leave.

· The return to work discussion ascertains whether there are more underlying or serious problems that could be supported with help or advice.

On return to work from a long term absence consideration should be given to:

· Return to work on shorter hours or fewer days, on the recommendation of the medical officer.  Without detriment to pay for a maximum of 4 weeks on the recommendation of the medical officer.

·  Reintegration into the work place

· Working with reduced or changed workloads

3. ABSENCE AUTHORISATION:

Why do staff absences need to be authorized?

For payment of salary purposes managers are required to record which of their staff attend for work and those who have been authorised not to attend. Salary may be withheld for staff who are considered to have unauthorised absences

Authorised absences:
These include annual leave, special leave, leave without pay, certain medical appointments and certified sickness.  

Unauthorised absence:

Is when an employee has not been given permission to be absent from work for one of the reasons listed above.  It may also include absences when employees have failed to follow the correct procedure.

How is attendance managed?

Managers and employees have an equal responsibility for managing attendance.

Kensington Community Primary School has a formal signing in process for all teaching and support staff.  Teachers are required to be available for their pupils at least 20 minutes before the start of normal lesson times. 

Medical and Dental Appointments:
Medical and dental appointments should be arranged in an employee’s own time unless there is an emergency requirement to attend during working hours. In the event that non-medical appointments with a GP have to occur during the working day this should be with the agreement of the Head Teacher and evidence of appointment should be shown. 

Where this can be accommodated staff will be required to work additional hours to cover the period of time lost.

4. WORKING HOURS  

TEACHERS:

The working hours for teachers are covered by the ‘Teachers Pay and Conditions’ document which is updated every year.

For Health and Safety reasons teachers must ‘sign out’ when they are not on site. 

SUPPORT STAFF:

Support Staff at Kensington Community Primary School work standard hours depending on their individual contract of employment, (Statement of Particulars).  This means that hours are set to start and finish at a particular time.  For classroom based support staff and catering staff their main working hours remain during the school term times.  Those members of staff who are not classroom based, e.g. cleaning staff and caretaking staff, are required to work on a 52 week contract basis and will be required to work during school holiday time, and will take holidays using the annual leave entitlement detailed below.
PART TIME STAFF 

Part time staff have the same rights as a full time employee.  The amount of hours they work are based on the percentage of hours worked by a full time member of staff.  In other words, rights and responsibilities are on a pro rata basis. 

FULL TIME STAFF

Full time staff work a 40 hour week for 39 weeks per year. 

SIGNING IN PROCEDURES

At Kensington Community Primary School all support staff are required to sign in using the ‘Inventry Signing in System’.  

The purposes of the System are:
· A record of hours worked

· A record of attendance on site for health and safety purposes

Staff should record:

· Their actual time of arrival 

· Their actual time of finishing work

Signing in should happen on a daily basis.  On no account should employees sign their time either in advance or retrospectively.  Doing this may be considered as falsifying records and be treated as gross misconduct. (See disciplinary procedure). 

Overtime Payments

Because employees work standard hours they are not paid for time spent outside their agreed standard hours unless by prior agreement of the Head Teacher.  The Head Teacher can designate extra time worked for overtime.  

Overtime payments will be authorised by the Head Teacher and agreed using the ‘Oracle’ system to notify HR and Payroll. 

TIME KEEPING:

The hours that Support Staff are required to complete are a set of fixed working hours.

Teachers have to comply with hours set under the ‘Teachers Pay and Conditions’ document with the agreement of the Head Teacher.

If an employee reports late for work the manager will need to consider whether the employee should be paid for the period in question.  Different circumstances are likely to apply in each case. If the explanation given is not satisfactory the employee should be verbally advised of this and arrangements made with HR and Payroll service to deduct the appropriate amount of pay.

If the employee has a record of poor time keeping and the explanations are not satisfactory then the manager should consider taking action under the disciplinary procedure.

FALSIFYING RECORDS

If an employee appears to be falsifying records to record that they are in work when they are not present then a manager will need to consider taking action under the disciplinary procedure.

ANNUAL LEAVE:

The annual leave year for staff at Kensington Community Primary School runs concurrently with the Financial Year, i.e. from 1st April – 31st March.  

Annual leave entitlements can vary according to the job, grade and length of service.

See table for calculation of annual leave entitlement:

	Former manual Employees


	Officer Employees
	Spinal Column Point

	24/(29) days (after 5yrs service)
	26/ (31) days (after 5 years service)
	Up to 22

	
	28/ (32) days (after 5 years service)
	23 - 27

	
	29/ (33) days (after 5 yrs service)
	28 - 34

	
	30/ (34) days (after 5 yrs service)
	Above 34


Staff who work a 52 week contract basis should take their annual leave within school holiday time.

All Annual Leave should be requested and authorised using the school’s ‘Annual Leave Request Form’ and booked at least two weeks in advance. Authorisation from the Head Teacher needs to be given before holidays are booked to ensure services can be provided in the school as needed.  A maximum of 5 days can be carried over from one holiday year to the next.  Failure to gain authorisation prior to taking leave could lead to disciplinary action.

Staff contracted for 52 weeks should note their Annual Leave entitlement on their holiday cards.

SPECIAL LEAVE AND EMERGENCY LEAVE

The Head Teacher may at his/her discretion, grant special leave for urgent personal or domestic reasons.

Depending on the circumstances, such special leave may be with pay, limited to a maximum of 5 days, or be without pay.

Special leave should not be regarded as an automatic entitlement with which to supplement annual or flexible working hours leave.

For detailed examples of ‘special leave’ entitlement please see the City Council ‘Leave of Absence guidance note 2021 and Appendix 1 Kensington Primary School’s Guidance to Dependents Leave.
For example, ‘Special Leave’ may be required for bereavement and critical illness of an immediate family member.  There may also be personal or domestic emergencies that could be considered for special leave with pay, up to 5 days at the discretion of the Head Teacher.

However, a distinction has to be made between, for example, the loss of a close family member and the need to remain at home due to a non-critical family illness.  In the latter circumstances, all employees should be expected to take annual leave. Only where an employee has no leave remaining should consideration be given to special leave.  This will always be without pay in these circumstances and should be authorised by the Head Teacher.

FAMILY FRIENDLY POLICIES

Kensington Community Primary School supports the ‘Family Friendly’ policies endorsed by the City Council and will endeavour to comply with these where possible.

There are several schemes available which fall under the Family Friendly Umbrella:

· Maternity Leave

· Paternity Leave

· Adoption Leave

· Parental Leave

· Special Leave

· Emergency Leave

· Job Share

For further details please see the City Council Intranet.
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Appendix 1

Kensington Primary School’s 

Guidance to unforeseen Emergency Dependants Leave.
As a school that supports family friendly policies, we have developed further guidance for members of staff when taking dependants leave.

When a member of staff needs to take dependents Leave for any unforeseen emergency; they may receive pay for the first day of that leave and then any other day will be unpaid.
If a member of staff has had to take three separate periods of unforeseen emergency dependants leave within an academic year then any other unforeseen emergency dependants leave taken will be unpaid from the first day.
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