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Pre Employment Checks & Contracts

In a communication to schools (February 2010), advice was given on documentation required to process a new employee – pre employment checks and contracts. This documentation fulfils both statutory requirements and safeguarding requirements.  

Below are highlights from the previously circulated communication. There are additional requirements within the “Eligibility to work in the UK” and CRB section, noted in italics under each section.

Pre Employment Checks and Contracts documentation

1.Completed Medical Forms

Forms are available for printing on the Ealing Grid for Learning, via the HR Shared Service Centre on 020 8825 9000 option 1 or Occupational Health on 020 8825 7400 or    MACROBUTTON HtmlResAnchor occupationalhealth@ealing.gov.uk

Completed medical forms are to be place in the confidential envelope provided and sent directly to Occupational health department. 

2.Qualification certificates (if applicable)

3.National Insurance Number (NI No):

Provide a photocopy of P60 or National Insurance card or original documentation from the Inland Revenue or Benefit Agency that displays the individuals National Insurance Number.

4.Eligibility to work in the UK:

Passport (EEA member)

For non EEA Members visit www.ukba.homeoffice or uk/sitecontent/documents/employersandsponsors/preventingillegalworking/ PDF – Summary guidance for employers on preventing illegal working, April 2009 (202 KB opens in a new window) page 12.

Recent confirmation from the Home Office states that the following information is now required:

A copy of the photo page contained within passport

A copy of the front and back outer covers of the passport, this is to evidence that the passport has been seen in its entirety.

A copy of any page with the holder’s personal details within passport

5. CRB completed application form 

Note: CRB forms were updated during the summer holidays; please contact HRSSC Service Desk (0208 825 9000, Option 1) to request a copy of the latest for form.

  6. References

2 references 1 x current or last employer and one other  - see Recruitment and Selection Guidelines, section 9, on  

http://www.egfl.org.uk/export/sites/egfl/categories/personnel/appointing/_docs/appointing/senior_posts/recruitmentandselectionguidance.pdf 
It is important that the stated documents, along with the relevant completed appointment checklist are submitted in advance of the newly recruited staff member commencing work. This will ensure compliance to safeguarding criteria, a contract being issued in advance of the start date and staff receiving payment on the next available payroll run. 

Please return the completed documentation (item 2-6) via one of the following options:

Self Service Portal

This is the best option as it automatically generates a Service Request Number, which you can use when contacting the HRSSC this makes it easier for us to progress your enquiry. To access the Service Ealing Portal, enter    MACROBUTTON HtmlResAnchor http://serviceealing.com
 into the browser. You will be presented with a login (Novell login & password). From the top left hand menu select HR services and then: All other HR. Complete the pro-forma (guidance attached). Should you require assistance, please contact the HRSSC Service Desk on 0208 825 9000, option 1.

Note: The maximum file size for attachments is 3078KB.

Email hrsscops@ealing.gov.uk 

This is the most suitable option if you have large electronic files to submit, you will receive a Service Request Number once the information has been logged into the system.

Post 

HR Operations Team, 

HR Shared Services Centre, 

3rd floor NW, 

Perceval House, 

14 – 16 Uxbridge Road, 

W5 2HL

You will receive a Service Request Number once the information has been logged into the system.

Should you experience any difficulties obtaining a particular document or completing a check please contact the HRSSC to discuss how this can be best resolved – 0208 825 9000 and then option1.
HR Portal user guide for Schools
To access the Service Ealing Portal, start up internet explorer and key in the Service Ealing Portal web address of:


http://serviceealing.com
You may be presented with a login page as shown below:
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Enter your Novell username and password - This will take you onto the following page.
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The top menu relates to information from frequently asked questions for more information on the services offered by the HR Shared Service Centre (HRSSC.

[image: image4.png]Home About Us How do T Feedback Contact Us



 

The left hand menu relates to transactions for HR Services.  Schools cannot access other areas (e.g. ICT)
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To raise a HR Service Request, click on the ‘HR Services’ option on the left hand side

The HR Service landing page will then be displayed:
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HR Services

In order to make life easier for you, HR (Human Resources) can now be contacted 24 hours 3 day /
seven days 3 week by raising an online request.

Access through the Service Esling Portal is part of our overall plans to continue to improve the service
e can offer across the organisation.

Through this site you can contact us about work-related matters at Ealing. You can access HR advice
from choosing the appropriate option from the HR Services menu on the left. This includes: HR|
‘operations, payroll and pensions, recruitment and criminal records checks, health and safety and
‘occupational health.

Our HR team will respond to specific enquiries and requests for advice within 2 days. Once you have
contacted HR you will receive an email acknowledgement and reference number. This reference will
‘ensure you receive a quicker and more efficient service when tracking the progress of your query.

Don't forget there is also information already available on the intranet. Please use the following links if
you are searching for:

Working in Ealing - for further information and guidance on employment-related information,
policies and procedures.
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Left hand menu now allows users to raise a Service Request (SR) against 5 specific areas of HR and also against ‘All Other HR’.   These allow users to raise HR service requests against the areas shown.

If for example user wishes to raise an SR for Payroll, the payroll link on the left should be selected, which will lead to the following page 
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The following fields are mandatory and must be keyed in:

· Email address (example aye.person@ealing.gov.uk)

· Full contact number (example 02088259000)

· Select from the list as to what the service request relates to

· Brief description of the request e.g. employee name/number post number and nature of enquiry.

Additionally, a document can be attached using the using the field available.

Note: The maximum file size for attachments is 3078KB. If you need to submit a file greater than this, raise the SR as detailed above and then email the attachment to hrsscops@ealing.gov.uk, quoting the relevant SR number. 
This request once submitted gets entered direct in to the Contact Management System (CMS) and a service request (SR) number is issued to the user.
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By pressing the OK button it takes the user to the HR landing page. The SR number will then be used in all communications with the customer. 

An acknowledgement email is then sent to the user with the content and the SR number:
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Your HR Service Request has been logged.

Please keep this email as a record of the service request idemtifier.

Service Reguest ID - 295621

The information collected in relation to your service request is as follows:

User Email Address - syed.hussain@serco.com

HRirea - Payroll

HRSubArea - Pay query this/last month





Note where a service request is sent via: All other HR to reach the ops team by their published deadline e.g. 1st November 2010 this will be action in time to meet that’s month payroll deadline. In the case of the example the action would be taken in November’s payroll.

Note where a service request is sent via; Payroll by their published deadline e.g. 8th November 2010 this will be action in November’s 2010 payroll.

Accompanying documents can be scanned and or e-mailed to hrsscops@ealing.gov.uk quoting service request number

In summary, the portal allows users to enter their SR electronically and all the details are submitted into CMS. HRSSC staff use CMS to respond to SRs and close calls or forward to Core HR as appropriate. The SR is tracked within CMS until it is closed.  All pay information meeting the respective deadline will be action in that month providing all correct documents are provided.

Please retain the Service Request number (SR) for use in any future correspondence relating to that case.  You may be asked to quote your SR when you contact the HR Service Desk on 0208 825 9000 option 1.

Equality Act 2010 – Implications for Schools

The Equality Act 2010 came into force on 1 October 2010. The act replaces all existing equality legislation such as the Race Relations Act, Disability Discrimination Act and Sex Discrimination Act. The Act includes legislation which will affect schools recruitment practices in relation to asking health related questions (including generic health questionnaires).  It makes it unlawful for employers to ask general health related questions before offering a candidate a job.  Therefore from 1 October 2010 schools should no longer send out generic health questionnaires or ask health related questions in requests for references taken up prior to an offer of appointment being made.

The recruitment and selection guidance for schools will be amended shortly to incorporate these changes and standard letters amended accordingly.  A draft reference request letter and form for completion by referees is attached at Appendix 1.

Privacy Notices to Staff

A new privacy notice in relation to the School Workforce Census will be issued to new staff in schools as an attachment to their contract of employment. This replaces the fair processing notices that have been issued to school based staff since 2009. The new notice includes amendments in relation the DfE retention of records, access to further information etc. Staff that have previously been issued with a fair processing notice do not need to be issued with the new notice. The content of the new privacy notice is set out below:

	PRIVACY NOTICE

School Workforce: those employed or otherwise engaged to work at a school 

or the Local Authority 




Privacy Notice - Data Protection Act 1998

The London Borough of Ealing are the Data Controller for the purposes of the Data Protection Act.

The school holds personal data/ Local Authority about those employed or otherwise engaged to work at the school or Local Authority. This is to assist in the smooth running of the school and/or enable individuals to be paid. The collection of this information will benefit both national and local users by:

· Improving the management of school workforce data across the sector;

· Enabling a comprehensive picture of the workforce and how it is deployed to be built up;

· Informing the development of recruitment and retention policies;

· Allowing better financial modeling and planning;

· Enabling ethnicity and disability monitoring; and

· Supporting the work of the School Teacher Review Body and the School Support Staff Negotiating Body.
This personal data includes some or all of the following - identifiers such as name and National Insurance Number and characteristics such as ethnic group; employment contract and remuneration details, qualifications and absence information.

We will not give information about you to anyone outside the school or Local Authority (LA) without your consent unless the law and our rules allow us to.

We are required by law to pass on some of this data to:

· The LA 

· The Department for Education (DfE)  

If you require more information about how the LA and/or DfE store and use this data please go to the following websites:

· http://www.egfl.org.uk/SWC and 

· http://www.teachernet.gov.uk/management/ims/datamanagement/privacynotices/workforcedata/
If you are unable to access these websites, please contact the LA or DfE as follows:

· Andy Merryweather, HR Manager Schools, 5th Floor, Perceval House.

· Public Communications Unit
Department for Education
Sanctuary Buildings
Great Smith Street
London
SW1P 3BT

Website:
www.education.gov.uk 

Email:

info@education.gsi.gov.uk 
Telephone:
0870 000 2288.

New School Support Staff Negotiating Body (SSSNB)

On 28 October, the Secretary of State for Education confirmed that the SSSNB would be abolished. The Department of Education decided that the Body did not fit well with its priority of greater deregulation of pay and conditions arrangements for the school workforce. Legislation will be introduced to abolish the SSSNB at the earliest opportunity using the first session Education Bill as the legislative

vehicle. 

All matters referred to the SSSNB for consideration have been withdrawn with immediate effect. These matters included the production of a core contract of employment; national job role profiles for school support staff; a job evaluation scheme for converting the job role profiles into a salary structure and a strategy for implementing the national pay and conditions framework in all maintained schools in England. 

After further consultations the LG Employers will provide further advice on which areas of the SSSNB’s work will be taken forward.

Recruitment and Retention Incentives & Honoraria

Ealing payroll frequently receive requests for the payment of honoraria to teaching staff.  Honoraria payments are a provision of the local conditions of service for support staff and are designed to reward additional responsibilities undertaken over and above an employee’s job description on a one off or infrequent basis. There is no provision within the School Teachers Pay and Conditions Document (STP&CD) for the payment of honoraria to teaching staff. 

There are limited provisions within the STP&CD for additional payments to be made to teachers. These include CPD, ITT, agreed out of hours learning activity and services to additional schools by a head teacher. In addition to these there are provisions for the payment of recruitment and retention incentives to teaching staff. These are designed as incentives for the recruitment of a new teacher or for the retention of an existing teacher. These payments consist of periodic payments or the provision of other benefits over a period of time and may only be awarded for a fixed period not exceeding three years (in the case of retention payments these may in exceptional circumstances be renewed).

When considering the award of additional payments to teaching staff schools should consider whether the circumstances justify the payment in accordance with the STP&CD. Schools needing advice in individual cases should consult their HR Adviser in the Schools HR Consultancy team.

Schedule of Courses presented by the Schools HR Team from November 2010 till May 2011

The following courses are offered at the Education Resources Centre in Greenford. There is no charge to those Schools which purchase the HR consultancy service and a fee of £150 is payable by those schools from the maintained and independent sectors who do not purchase the service. Further information can be obtained from the following:

Neil Robson                  020 8825 6533

Katyryna Zamulinskyj  020 8825 8569 

Booking

Course bookings should be made by emailing    MACROBUTTON HtmlResAnchor skang@ealing.gov.uk
 or fax 020 8578  6163

Safer Recruitment

16th November 2010

4 March 2011

7 June 2011

All selection panels including the Chair have to have received safer recruitment training and to meet the relevant standards by testing. This course is designed for all School staff and Governors who sit on selection panels.

Managing Reorganisation and Redundancy

21st January 2011

18th March 2011

Reorganisations whether or not redundancies are a consequence can be a major source of staff discontent if they are not managed appropriately. The aim of this course is to guide participants through the development of change management, the consultative process and implementation of change.

Managing the Disciplinary Process

15th December 2010

25th March 2011

The course is aimed at managers or those about to become managers and shows how to avoid the need to take disciplinary action and where possible how to use informal processes before embarking on the use of formal disciplinary procedures.

Absence Management

14th December 2010 

3rd May 2011

The consequences of staff absence both in terms of interruptions to service delivery and cost can be substantial especially at a time of shrinking budgets. The course demonstrates techniques and processes for managing staff absence with a view to reducing the impact on school operations.

Rectifying Poor Performance

14th January 2011

28th April 2011

The effective management of staff performance regardless of role depends on the effective use of induction, management of probation and continuing structured supervision. The course describes the informal and formal processes for managing poor performance cases.

Supervision and Management – New Course

The Schools HR Consultancy Team are exploring the possibility and/or need for a new one or two day course aimed at staff in Schools who manage at least one or more staff. The aim is to run through the basic principles of how to manage staff covering:

· Management and Accountability for Workload

· Performance including training and development

· Personal Support

· Continuing Supervision

· Leadership

· Planning

· Delegation

· ETC.

These fundamental processes for effective line management would be linked to the use of key human resources procedures including:

· Induction

· Probation

· Discipline

· Absence Management

· Managing Performance

· Trade Union relations

· Grievances

· And others

Please contact Neil Robson HR Adviser on 020 8825 6533 or at nrobson@ealing.gov.uk if you would like to discuss the above and/or offer any observations in relation to content. The course could be run on a one-day basis or over two days either consecutively or with a break.

New Allowance Range for SEN Teachers

Guidance on the new allowance range for SEN teachers, that came into effect on 1 September 2010, was issued to schools through gatekeeping by Katyryna Zamulinskyj on 20 October 2010. This guidance is designed to assist schools when considering the award of SEN allowances within the new range (currently £2001 - £3,954).

Since issuing that guidance further advice has been received from the LG Employers in relation to the payment of the allowance to SENCO’s. One of the criterions for receiving an allowance is where the post requires a mandatory qualification. This has led to a number of authorities questioning whether someone who holds the post of SENCO should receive a SEN allowance by virtue of having to undertake the mandatory training and achieve the National Award for Special Educational Needs Co-ordination (see link below).

http://www.teachernet.gov.uk/wholeschool/sen/teacherlearningassistant/se 

ncos2009/

<http://www.teachernet.gov.uk/wholeschool/sen/teacherlearningassistant/s 

encos2009/> 

It was never intended that the mandatory qualifications referred to in the STPCD, which will lead to the automatic payment of a SEN allowance, should include the above SENCO qualification. DfE have agreed that Section 2 of the Document was misleading and, it being too late to amend Section 2, they sought to clarify the situation in the Section 3 guidance, through a reference to the relevant regulations (in paragraph 96). These regulations are The Education (School Teachers' Qualifications) (England) Regulations 2003 and The Education (Teachers' Qualifications and Health Standards) (Wales) Regulations 1999, and they refer to mandatory qualifications for teachers of hearing impaired and visually impaired pupils. 

So, to be absolutely clear, the SENCO qualification is not one of the mandatory qualifications leading to the payment of a SEN allowance.

The LGE’s view (and, they believe, the view of the teacher and head teacher unions) is that the role of SENCO, as a managerial responsibility, is not one that meets the criteria for a SEN allowance but rather it is more appropriately rewarded by a TLR payment. If, in addition to their SENCO role, a teacher meets the criteria set out in paragraph 25 of the STPCD, then they should be eligible for both a TLR payment and a SEN allowance. However, they are distinct payments - one payable for additional responsibility, the other for the demands of the teaching role they are carrying out.

The SEN guidance has been amended accordingly and updated copies can be accessed in the Personnel Handbook for Schools on the EGfL.

New HR Policies and Procedures

The HR policies and procedures listed below have been recently updated and copies sent to schools for adoption. Schools that use the Ealing procedures should raise as an agenda item at governing body meetings to formally adopt the new procedures. Copies should be made known and available to school staff. Copies can be found in the Personnel Handbook on the EGfL.

· Grievance Procedure for Schools

· Guidance for Schools on the New Allowance Range for SEN Teachers

· Probationary Procedure for Schools

· Code of Conduct for Schools

Further policy updates are in hand and schools will be notified through gatekeeping as new editions are available.

NQT Primary Pool 2010-2011

This year Katyryna Zamulinskyj will be co-ordinating the NQT Primary Pool. Contact details are, e-mail: kzamulinskyj@ealing.gov.uk or tel: 020 8825 8569.

The application form, selection criteria and guidance notes for NQTs will be available online before the end of half-tem at http://www.egfl.org.uk/ or www.ealing.gov.uk. This will also be linked to other information on Ealing, the NQT inductions and teacher support services. We will be requesting that all applicants e-mail their completed application forms to nqt@ealing.gov.uk. We are also going to be advising applicants to wait until they have finished at least one teaching practise in a school before they apply.

NQT Interviews

	Interview
	Date

	Day 1
	Friday 18th February 2011

	Day 2
	Wednesday 30th March 2011

	Day 3
	Wednesday 18th May 2011

	Day 4
	Tuesday 14th June 2011


We are seeking the help of Primary Head Teachers to support the NQT interview process.  If you are able to be involved in one of the interview days highlighted above please contact Katyryna Zamulinskyj on the above details.
Staff Supervision in Ealing Schools

A number of staff in a School have line management responsibility for the work of other staff. This includes both teaching and support staff. The delivery of effective work practices depends critically on the way in which staff are supervised. The key stages in the process include:

· Induction

· Management of Probation

· Regular supervision of work.

The Schools HR Consultancy Team have been considering running a short course of possibly one or two days covering the operations of the supervisory process and the inter relationship with key human resources policies and procedures. Please contact Neil Robson HR Adviser on 020 8825 6533 or nrobson@ealing.gov.uk   if you would like to discuss the matter further or to register an interest..

Appendix 1

Dear (referee’s name) 

Reference request 
Name: 

Post applied for: 

Job title: 

The above named person has applied for a post at (name of school) and has given your name as a referee. A job description and person specification for the post are enclosed and I would be grateful if you could provide an assessment of their suitability for the post by completing the attached reference request form. 

It is our recruitment practice to request references (excluding medical information) prior to interview. We are due to interview on (date). To avoid any delay in the recruitment process I would be grateful if you could please reply by return of post. 

Please contact me if you have any queries regarding the reference. I may need to contact you by telephone if clarification or further details regarding the reference are required. I may also need to contact you again after interview for sickness absence details in the event that an offer of appointment is made. You also need to be aware that the content of the reference may be discussed with the applicant at interview. 

Please note that we operate an open reference policy and candidates may view their reference. 

Thank you for your time and assistance. 

Yours sincerely 

Name 

(chair of the panel) 

REFERENCE FOR: 

Name : 

REFERENCE PROVIDED BY: 

Name : 

Job title: 

Section 1 

Are/were you the applicants employer…………………………..Y/N 

Dates employed ……………………………………………………….. 

Applicants job title………………………………………………………. 

If you are the applicant’s former employer please state why the employment ended………………………………………………………………………. 

Please comment on the applicant’s responsibilities and performance in their current position…………………………………………………………………… 

……………………………………………………………………………………… 

……………………………………………………………………………………… 

……………………………………………………………………………………… 

Section 2 
Does the applicant have a formal* disciplinary record?…………………..Y/N 

If yes, please provide details of the nature of any formal* disciplinary warnings/reprimands and whether time expired..…………………………….. 

………………………………………………………………………………………. 

………………………………………………………………………………………. 

………………………………………………………………………………………. 

Are any of the above records the subject of appeal?.............................Y/N 

*Formal disciplinary record means the employer has a set of recognised procedures that provides the right of representation. The employee is aware of these procedures and their record and it is not the subject of appeal. 

Are any formal disciplinary investigations pending or incomplete at the time of leaving?…...............................Y/N 

If yes, please state circumstances:…………………………………………….. 

……………………………………………………………………………………… 

……………………………………………………………………………………… 

Has the applicant ever been the subject of a child protection investigation? 

Y/N 

If yes, please provide details……………………………………………………. 

……………………………………………………………………………………… 

………………………………………………………………………………………. 

………………………………………………………………………………………. 

Do you have any reservations about the applicant’s suitability to work with children?……………..Y/N 

If yes, please state why…………………………………………………………. 

……………………………………………………………………………………… 

……………………………………………………………………………………… 

Since the post is exempt from the provision of the Rehabilitation of Offenders Act 1974 it would be in order for you to reveal any information you have about any criminal record the applicant may have. Please provide any information you have…….……………………………………………………………………… 

………………………………………………………………………………………….. 

………………………………………………………………………………………….. 

Section 3 
Please provide information on the suitability of this person for the post as related to the requirements set out in the enclosed job description and person specification. Please give examples as evidence, if possible. 

…………………………………………………………………………………………………………………………………………………………………………………… 

………………………………………………………………………………………… 

………………………………………………………………………………………… 

………………………………………………………………………………………… 

………………………………………………………………………………………… 

………………………………………………………………………………………… 

………………………………………………………………………………………… 

………………………………………………………………………………………… 

………………………………………………………………………………………... 

Do you recommend the applicant for employment to this post?...................Y/N 

If no, please state why………………………………………………………………. 

…………………………………………………………………………………………. 

…………………………………………………………………………………………. 

Please note that this is an open reference and details may be queried or made available to the candidate 

Signature……………………………………………………….. 

Organisation…………………………………………………… 

Position in organisation………………………………………… 

Telephone number………………………………………………. 

Fax number………………………………………………………. 

E mail address…………………………………………………… 

Date……………………………………………………………….. 

Please use your organisations stamp indicating the name and address of the organisation 

If you do not have a stamp please attach headed note paper. 







