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4. LEAVE OF ABSENCE FOR ALL SCHOOL STAFF

4.1 Introduction

4.1.1 It is recognised that there are occasions which mean that you will require 
time off from work and the following guidelines outline the policies and 
principles that operate within the Authority and that are recommended to 
governing bodies to adopt within schools.

4.1.2 All employees, regardless of length of service and hours worked, have
the right to take reasonable time off to deal with unexpected problems.
The purpose of these guidelines is to promote a consistent and 
reasonable approach throughout schools and the Authority.

4.1.3 These guidelines apply to both teachers and school support staff, 
unless indicated otherwise.

4.1.4 The guidelines are by no means exhaustive and careful consideration 
will need to be given to respond fairly and sympathetically to each 
request, whilst recognising individual circumstances and any cultural 
differences which may exist. The demands of the service and 
employee availability need to be balanced against employee rights 
and requests. The need for reasonableness in the management and 
request for leave and other time off is a fundamental principle.

4.1.5 It is vital that accurate records are kept for each instance of time off, for 
reference purposes and consistency of approach. The records should 
be kept on employees’ personal files.

4.1.6 Any time taken off under the terms of these guidelines must be used 
for the purpose specified only. Failure to comply will be dealt with under
the Disciplinary Procedure and may result in disciplinary action, up to 
and including dismissal.

4.1.7 Employees will be afforded equality of opportunity in respect of these
guidelines, irrespective of their protected characteristics in accordance
with the Equality Act 2010.

4.1.8 Arrangements for absence because of personal illness, injury or other
disability, and payment during that period of absence are covered, in 
the case of teachers by the Conditions of Service for School Teachers
in England and Wales, and in the case of school support staff, by the



NJC Conditions of Service for Local Government Services.

4.1.9 Arrangements for maternity, adoption, and other family related leave and
payment during absence are covered by statute and the Conditions of
Service for School Teachers in England and Wales and in the case of
support staff, by the NJC Conditions of Service for Local Government
Services. Details of these arrangements for staff can be found in the
Maternity, Paternity & Family related leave policy.

4.2 Annual Leave

• School support staff who are employed throughout the year are
entitled to annual leave as tabled below (pro rata for part-time
staff).

• School support staff employed term time only, are required to take
their holidays during school closures, and although they do not
have  an  annual  leave  entitlement,  they  receive  a  payment
included in their salary for holiday  pay  based on the pro rata for
part-time staff calculation.

• Annual leave entitlement does not apply to teaching staff as they
are required to take their holidays during school closures and have
their working time defined under the School Teacher’s Pay and
Conditions Document.

4.2.1 Annual leave entitlement is based upon length of service. Details are as
follows:-

Up to 5 years’ continuous service 24 days

Completion of 5 years’ continuous service 29 days

Completion of 10 years’ continuous service 31 days

Employees will receive the additional days’ leave (on a pro-rata basis) in
the leave year in which the 5th or 10th anniversary of appointment falls.

4.2.2 The annual leave year runs from 1 April to 31 March. Annual leave must
be  approved  by  line  management  and  can  only  be  taken  at  times
convenient to the service, as it is not possible for everyone to take leave
at the same time. All annual leave should be recorded on a card provided
for that purpose and should be signed by line management.

4.2.3 New entrants build up leave entitlement proportionate to the completed
months of service during the leave year in which employment
commences. In such circumstances, leave may be carried forward to the
following year.  For  all  other  employees,  leave  should  not  be  carried
forward without the express permission of line managers.

4.2.4 Annual  leave will  be taken by mutual  agreement,  other  than in  those
services where the agreement already provides that holidays are taken
during particular periods.



4.2.5 Part-time Employees

Annual leave will be taken on a pro-rata basis for part-time employees.

4.2.6 Ex-Manual Employees

The annual leave entitlement for ex-manual employees is as follows:

Up to 5 years’ continuous service 22 days

Completion of 5 years’ continuous service 27 days

Completion of 10 years’ continuous service 29 days

In addition to the above, ex-manual employees are entitled to 2 extra- 
statutory days, to be taken at the spring and summer bank holidays.

4.2.7 Bank and Public Holidays – in addition to annual leave, employees 
are entitled to a holiday on each of the following days:

- New Year’s Day
- Good Friday
- Easter Monday
- May Day
- Spring Bank Holiday
- Summer Bank Holiday
- Christmas Day
- Boxing Day

4.2.8 Payment in lieu for annual leave not taken

Payment in lieu will be made in the following circumstances where the
employee has been unable to take their annual leave prior to leaving
the authority:

• Long term sickness absence up to the date of leaving.

• The governing body requiring the employee to work up to their 
leaving date due to the exigencies of the service.

• A redundancy situation.

• Resignation after maternity leave. (See Maternity, Paternity &
Family  Related  Leave  Policy,  Chapter  3,  Section  6 in  the
Personnel Handbook for Schools).

The  above  does  not  extend to  situations where  an employee  has
deliberately chosen not to take the balance of annual leave to which
they were entitled.

http://www.centralbedfordshire.gov.uk/schools-portal/human-resources/personnel/employment.aspx
http://www.centralbedfordshire.gov.uk/schools-portal/human-resources/personnel/employment.aspx


4.2.9 Annual Leave And Sick Leave - this section is only applicable to
those who are on NJC Terms and Conditions of Employment and
are employed on a 52 week contract (i.e. not those on term time
only contracts)

Employees have a right to book and take annual leave while they are
on sick leave,  although they must  not  engage in  any activity  that’s
incompatible  with  their  illness  or  injury  and that  might  worsen their
condition or prolong their recovery. There is no right to be paid in lieu
of  holidays  not  taken,  unless  their  employment  terminates.  Taking
annual leave whilst on sick leave does not constitute a return to work
and therefore does not trigger an increase in sick pay entitlement.

If an employee has been on long term sickness absence and is
unable to take their annual leave on their return to work because there
are an insufficient number of weeks or months left to take it, then they
will be able to carry over a proportion of their untaken statutory annual
leave into the next leave year. The total amount of annual leave which
can be carried over to a new leave year is inclusive of any agreed in
section
4.2.11 of this policy. Schools will seek advice from their HR provider
when determining the amount of statutory leave that can be carried
over and the time in which it must be taken.

An employee who falls sick during annual leave shall be regarded as
being on sick leave from the date of the fitness for work certificate.
They shall be entitled to take the balance of holiday at a later date
after return to work, provided the balance of holiday is taken before the

31
st  

March following the absence. In the event that the holiday cannot
be taken before 31st  March, employees should read the bullet point
above.

Where a public or extra-statutory day occurs during sickness leave no
substitute public or extra-statutory holiday will be given.

4.2.10 Carry-over of Annual Leave

Employees may carry over up to 5 days’ annual leave from one leave 
year to the next, with the prior agreement of line management.

4.2.11 Transfer from another Authority – Continuous Service

For the purposes of annual leave and sick pay entitlement (and for
the  calculation  of  term time only  salaries),  continuous service  will
include continuous previous service with any public authority to which
the  Redundancy  Payments  (Continuity  of  Employment  in  Local
Government, etc.) (Modification) Order 1999 applies.

4.3 Compassionate Leave

Compassionate  leave  is  somewhat  difficult  to  define,  but  would
normally be applied to necessary absence from work to cover
personal emergency situations or other serious personal difficulties,
which arise.  Compassionate leave would normally be granted to
cover absences,



which could not be predicted in advance.



This  scheme  cannot  cover  all  eventualities,  nor  does  it  prescribe
compassionate  leave in  a  rigid  way.  The following guidelines and
examples  are  therefore  intended  as  a  framework  within  which
governing  bodies  may  consider  applications.  The  most  important
factor is to promote a consistent and fair approach whilst dealing with
each application on its own merits.

4.3.1 Death

Paid leave of absence of up to five working days in any one year will be 
granted in the case of the death of an employee’s:

• Spouse

• Partner

• Child

• Parent*

• Brother/sister

• Parent/son/daughter-in-law

• Grandparent

• A person who stands in place of a parent to that employee or vice 
versa

• Any other relative or person if normally resident with the employee

* Where both parents die within one 12 month period then paid leave of 
absence should be agreed on both occasions.

4.3.2 Attendance at a funeral

Paid leave of absence will  be granted for attendance at a funeral in a
representative capacity. Allowance for time off will count towards the five
days entitlement in any one year detailed in 4.3.1 above. Leave of
absence  for  attendance  at  the  funeral  of  any  other  relative  may  be
granted at the discretion of the governing body but would normally be
unpaid.

4.3.3 Attendance at a Wedding

An employee, at the discretion of the governing body may be granted up 
to one working day’s unpaid leave of absence to attend the wedding of a:

• Child

• Parent

• Brother

• Sister

• A person who stands in place of a parent to that member of staff 
or vice versa,

• Any other relative who is normally resident with the member of staff.

Essential travel time may also be allowed at the discretion of the governing





body however, this would also be unpaid leave. An employee would not
normally be expected to arrange their own wedding to take place during
working time and could not expect to be granted leave for this: should
such leave be granted, however, it would be unpaid. If the employee is a
member of support  staff  and contracted to work on an all  year round
contract, then this time off should be taken as annual leave, time off in
lieu or unpaid leave.

4.3.4 Domestic Emergencies/Unavoidable Personal Business

An employee, at the discretion of the governing body, may be granted
leave of absence for unavoidable domestic emergency such as flooding,
fire or burglary normally the first day of any such leave would be paid but
any extra could be unpaid at the discretion of the governing body.

4.3.5 Time off for dependents

Employees are allowed to take a reasonable amount of time off work to
deal with sudden unexpected incidences or emergencies (for example,
burglary, flooding, and house fire as per 4.3.4 above).

Employees may also take time off for dependents to enable them to
make any necessary longer term arrangements. A sick dependent is
someone who is the employees

• Spouse
• Partner
• Child
• Parent
• or a person who stands in place of a parent to that employee or 

vice versa
• or a person resident with the employee at the time of illness (for 

example elderly aunt or grandparent).

Paid leave of absence of up to three working days in any one year may
be granted at the discretion of the governing body, after which, this time
off will be unpaid. Parents attending a statement review for a child with
special educational needs should be granted one further day of paid
leave.

4.4 OTHER LEAVE OF ABSENCE

4.4.1 Attendance at Award Ceremonies

Up to one day's  paid  leave may be granted to  an  employee,  at  the
discretion of the governing body, for attendance at a ceremony for the
presentation of an honour or decoration either to that employee or a
spouse, partner, child, parent, or a person who stands in place of a
parent to the employee.

4.4.2 Attendance at Court

An employee must  be  granted necessary  paid  leave  of  absence for
attendance at court or at an inquest as a witness, a juror or for
compulsory legal business directly connected  with  school duties.  If  the



employee has



been called as a witness on private business at a crown court or a

magistrate’s  court  outside  Bedfordshire,  he/she  should  claim  loss  of
earnings from the court and inform the school afterwards so that the
appropriate deductions can be made from his/her salary.

4.4.3 Attendance for Interview

An employee  must  be  granted necessary  paid  leave of  absence  for
attendance for interview for another appointment. In such cases where a
teacher is absent for a whole day in order to teach in the school where
the vacancy is e.g. for observation or familiarisation purposes, it will be
necessary  for  the  schools  between  them to  determine  which  school
should meet the cost of supply cover.

4.4.4 Broadcasting

The granting of leave for an employee to participate in, or rehearse for a
television or radio broadcast is at the discretion of the governing body.
Where that employee is making a specific educational contribution to the
broadcast  by  virtue  of  his/her  profession,  any  leave should  be paid,
although the governing body may wish to consider whether the
employee  should  retain  any  fee  earned,  including  for  repeat
performances,  as  a  result  of  release  from  school  duties.  If  an
employee’s involvement in the programme has no direct bearing on his/
her educational duties, any leave granted should be unpaid.

4.5 Elections

If an employee is a candidate in elections, then

• Political activities must not take place in employer's time.
• All employees should be cautious and prudent about any activities

   during the school day; where an activity is legitimate according
   to the letter of the law (e.g. canvassing at lunch breaks) this may 
   still give rise to concerns and complaints and is therefore
   counselled against.

• Employees must not use school facilities for political activities (i.e.
telephones, notice boards etc.).

• The display of political posters on school property is prohibited.

• Employees should remember that irrespective of how strong their
own political views may be, it is likely that they will have to work
with  people  of  all  political  persuasions  and  therefore  keeping
counsel on political issues during the school day is a wise course
of action.

4.5.1 Parliamentary Elections

An employee who is a candidate in a parliamentary election may, at the 
discretion of the governing body, be granted unpaid leave from the first
day in which nomination papers may be delivered up to and including



second day after the election.

4.5.2 Local Elections

An employee who is a candidate in a local election may, at the discretion
of the governing body, be granted unpaid leave on the day of polling 
only.

4.6 Doctors/ Dentists/ Hospital Appointments/ Medical Screening

4.6.1 Employees  are  expected  to  arrange  appointments  for  the  doctor  or
dentist  in their  own time, as far as possible.  Special  leave for these
purposes will  only be granted in the most exceptional circumstances,
such  as,  emergency  appointments.  If  an  employee  has  a  hospital
appointment that they have been unable to arrange it to suit off duty
hours, special paid leave to attend may be granted at the discretion of
governing body.

4.6.2 Treatment as an outpatient is regarded as sick leave and should be 
recorded accordingly.

4.6.3 Necessary paid time off shall be granted for the purpose of cancer 
screening.

4.7 Government or Local Authority Duties

4.7.1 Members of staff must be granted paid leave of absence for duties and 
attendance as:

• Members of a local authority or any committee or sub-committee
thereof.

• A  member  nominated  by  a  government  department  or  local
authority on a committee, tribunal, panel or other similar body or
for attendance at meetings of the Education Committee and any
sub committee thereof, as a representative of a local authority or
approved professional association or union.

4.8 Fertility Treatment

4.8.1 Any application for leave of absence to undergo fertility treatment
should be handled sensitively and compassionately, taking into account
the probable emotional impact on an employee leading up to, during,
and following treatment.

4.8.2 Staff  wherever practicably possible should be encouraged to arrange
treatment outside of school hours or outside term time. In the event that
it  is  not  possible  to  arrange  treatment  outside  of  school  time,  the
governing body may, at its discretion grant up to five days paid leave in
any one year on compassionate grounds.

4.8.3 If treatment is unsuccessful and further absences are required within any
one year period the governing body may, at its discretion, grant unpaid



leave of absence.

4.8.4 If an employee becomes incapacitated from work and the reasons for
this are linked to their fertility treatment then the absence should be
recorded  separately  from  other  sickness  and  disregarded  when
monitoring and managing sickness triggers under the schools Health
and  Attendance  Policy.  In such  cases  the  normal  procedures  for
notification of sickness and sick pay should apply.

4.9 Jury Leave and Other Public Service

4.9.1 Jury Service

Unless exemption has been secured, an employee must be granted
leave for jury service if summoned. That employee will continue to be
paid a full salary, but shall claim for loss of earnings under the Juror's
Allowances Regulations; this sum of money will then be deducted from
his/her salary.

4.9.2 Other Public Service

An employee must be granted up to 5 days paid leave of absence per
year to undertake duties as a magistrate. Reasonable paid leave must
also be granted to an employee to act as a member of any:

• Statutory tribunal
• Regional health authority
• Family practitioner committee
• Area water authority
• District health authority
• Governing  body  of  an  educational  establishment

maintained by a local  education authority,  a foundation
school or a higher education corporation.

4.10 Participation In Sporting Events

4.10.1 If an employee is representing his/her country, region or county in a
sporting event in an amateur capacity, he/she may, at the discretion of
the governing body, be granted 2 days paid leave in the case of county
representation, 3 days for regional representation (10 days in the case
of  winter  sports).  Where  national  representation  in  Commonwealth,
European or Olympic games is concerned, or in the case of British Lion
Tours,  the  governing  body  will  need  to  consider  each  case  on  an
individual basis. Leave is not normally granted for an employee to take
part in sporting events on a professional basis.

4.11 Professional Development

4.11.1 Conferences

In addition to conferences referred to below, an employee may, at the
discretion of the governing body, be granted paid leave of absence to
attend    approved    conferences,    including    those    of   recognised
professional  associations,  or  meetings  of  societies   on  educational





matters for up to 3 working days in any one year.

4.11.2 Examinations (teaching staff) - leave to sit/study leave

Leave of absence with pay may be granted to a teaching member of
staff  for the purpose of sitting an examination in order to improve
educational qualifications. With the approval of the governing body, the
member  of  teaching  staff  may  be  granted  paid  leave  before  the
examination for the purposes of preparation, the amount of paid leave
granted will be in accordance with the Purple book.

4.11.3 Examinations - Support Staff

A member of the school support staff who is following a day release or
correspondence course for  a  first  professional  qualification  must  be
granted paid leave for the purpose of sitting for appropriate
examinations and in addition may, at the discretion of the governing
body, be granted paid leave for revision purposes at the rate of one
half day for each examination paper to be taken, up to a maximum of 3
days.  Such  leave  is normally granted on condition that an equal
amount of annual leave is taken at the same time, if applicable. As far
as  possible  such  leave  should  be  taken  in  the  week  immediately
preceding the examination(s). These arrangements would apply only to
examinations being attempted for the first time and not to full-time or
block release courses.

4.11.4 Leave for Preparation/Marking of Examination Papers - Teaching 
Staff

The circumstances under which teachers must be granted paid leave in
connection with the preparation and marking of external examination
are  explained  in  the  Teachers'  Conditions  of  Service.  In  essence,
teaching staff  must  be granted paid leave of absence to  attend,  as
examiners or advisers, meetings of approved examining bodies.

4.11.5 Training Courses - Teaching Staff

At the discretion of the governing body, a teaching member of staff
may be granted up to one year's paid leave of absence for attendance
at an approved source of further training.

4.11.6 Training Courses – Delivery

At the discretion of the governing body paid leave may be granted in
order to assist with a training course arranged either inside or outside
the school or county by an approved organisation.

4.11.7 Visits to Schools or Other Educational Establishments



At the discretion of the governing body, an employee may be granted
paid leave in order to visit other establishments for the observation of
different practices which may be appropriate to the individual's own
role. This could include the acceptance of a scholarship or interchange
post arranged by an approved organisation in an overseas country.

4.11.8 Moving home

At the discretion of the governing body, one day of paid leave within a
single year may be granted for the purposes of moving house

If the employee is a member of support staff and contracted to work on
an all year round contract, then this time off should be taken as annual
leave, time off in lieu or unpaid leave instead.

4.12 Religious Observance

4.12.1 Governing bodies may grant leave of absence for religious observance
and  requests  will  be  handled  sensitively  and  with  consideration.  In
accordance with the principles of this policy, paid leave of up to two
days  may  be  granted.  Additional  leave  may  be  considered  by  the
Governing body, but this will be unpaid leave.

4.13 Services In The Non-Regular Forces

4.13.1 Support staff employed throughout the year

A Volunteer Reservist must be granted 5 days paid leave to attend annu
camp. Any requested leave in addition to this will be unpaid and grante
at the discretion of the Governing Body. Support staff who are employe
throughout the year may choose to take annual leave in addition to their
days paid leave. Where an allowance is payable, this should be claime
and paid to the school.

4.14 Unions and Professional Associations

(See Chapter 3 Section 15 of the Personnel handbook which provides 
details of the Facilities Agreement)

4.14.1 Members  of  staff  who  are  members  of  the  national  executive  of  a
recognised  union  or  professional  association  must  be  granted
reasonable  paid  leave of  absence for  the attendance of  appropriate
meetings in that capacity.

4.14.2 Members of staff who are elected trade union representatives have a
statutory right to a reasonable amount paid time off to carry out certain
specified  duties  (related  negotiations  with  their  employer),  and  to
undertake  relevant  training.  Individual  union  members  also  have  a
statutory right to reasonable unpaid time off when taking part in trade
union activities.

http://www.centralbedfordshire.gov.uk/Images/facilities-representatives_tcm3-8590.pdf


4.14.3 Members  of  staff  may,  at  the  discretion  of  the  governing  body,  be
granted paid leave to attend approved conferences, including those of
recognised  professional  associations,  or  meetings  of  societies  on
educational matters for up to three working days in any one year.
Certain
unions have agreed facilities for attendance at national conference.

4.15 INFORMATION FOR EMPLOYEES REGARDING SICKNESS 
ABSENCE

4.15.1 Introduction

It  is  important  that  you familiarise yourself  with  your  school's
reporting procedures and are aware of the school's policy on the
management of sickness absence.

As an employee you are required to comply with the following:

• Attend work when fit to do so
• Comply with the school's sickness absence reporting
  procedures
• Ensure medical  advice and treatment,  where appropriate,  is

received as quickly as possible in order to facilitate a return to
work

• Provide  the  school  with  completed self-certification  forms or
statement of fitness for work from the doctor as required

• Keep the Executive Principal (or Chair of Governors, in the
case of the  Executive  Principal)  informed  of  any  significant
developments

The school's procedures for reporting and managing sickness 
absence are given below in 4.15.3.

4.15.2 Recruitment

You  will  have  completed  a  pre-employment  medical
questionnaire,  and  received  medical  clearance  before  you
commenced  your  employment  at  the  school.  If  you  have  a
medical condition which falls within the terms of disability within
the  Equality  Act  2010,  agreement  will  have  been  reached
between  yourself  and  your  Executive  Principal  concerning
reasonable absence relating to the condition and any workplace
adjustments which may be required.

4.15.3 Reporting Absences

It  is  your  responsibility  to  inform your  Executive  Principal,  or
nominated representative that you are prevented by illness to
attend work. If you are unable to do this personally, a relative or
friend can do this on your behalf but, in any event, notification
must be provided within one hour of your normal starting time.

Sending  a  text  message,  email  or  communication  via  social



media to report an absence isn’t acceptable unless it is followed
up with a phone call on the same day of the absence by you or



your relative/friend later if you are unable to do so personally.
The  reason for your absence should be given and, where
possible, an  indication  of  the  likely  length  of  the  absence.
Further  information  on  reporting  absences  and  the  sickness
procedure  can be found in  the  schools  Health  & Attendance
policy.

If  the  absence  continues  for  a  period  longer  than  initially
anticipated,  you  should  contact  your  Executive  Principal  to
inform him / her of the up-to-date situation.

Please note that if you became unwell over a weekend, rest day
or public holiday, you should inform your Executive Principal of
this when reporting your sickness.

Upon return to work you should inform your Executive Principal
when  you  were  fit  to  return  irrespective  of  there  being  any
requirement to have worked on that day.

Sickness absence must not be taken for reasons other than your
own  illness.  If  you are unable to  attend work for  some other
reason, e.g. domestic emergency, car breakdown etc., you must
discuss  the  situation  with  your  Executive  Principal  and  the
absence will be dealt  with under the school's leave of absence
arrangements depending  upon  the  individual    circumstances.
Medical certificates submitted  which  do not relate to your  own
illness will not be accepted.

4.15.4 Self-Certification Forms and Fitness for Work
Certificates

You will be required to complete a Self-Certification Form upon
your  return  to  work.  On  your  return  to  work  your  Executive
Principal should hold a return to work meeting to discuss your
absence and to update you on any work issues.

If your absence continues into the 8th day (including weekends,
rest days and public holidays) you must obtain a Fitness for
Work  certificate from your  GP and send it  to  your  Executive
Principal without delay. You must continue to submit fitness for
work certificates for the duration of your absence.

If your absence lasts longer than 14 days, before returning to
work, you must obtain a final statement from your GP giving the
date on which you can return to work.

If you fail to provide notification of your sickness or do not
produce the required fitness for work certificates, consideration
will be given to suspending sick pay until the correct procedure
is followed.

4.15.5 Occupational Sick Pay and Statutory Sick Pay (SSP)

Details of Occupational Sick Pay and Statutory Sick Pay 
entitlement are given in the Personnel Handbook for Schools





(Chapter 4, Section 4)

4.15.6 Short Term Absences

Executive Principals are required to monitor levels and frequency 
of sickness absence in their schools.

If  you are absent frequently but your absences are of a short
duration you may be asked to attend a review meeting with your
Executive Principal. The meeting will be held in private and used
to discuss your absence and their effects and to assess if you
need  any  assistance  in  achieving  improved  attendance.  You
should seek advice from your GP if appropriate.

If your medical condition falls within the definition of disability in
the Equality Act 2010 an assessment of your welfare will take
place  with  an  Occupational  Health  Adviser  and your  medical
adviser.

Following  the  review  meeting,  your  attendance  levels  will
continue to be monitored and a further review meeting arranged.
You are encouraged to be accompanied by either a Trade Union
or  other  representative.  If,  at  the  review  meeting  your
attendance levels have improved, no further action is necessary
other  than  routine  monitoring  by  the  Executive  Principal.  If,
however, your absences are still causing concern you may be
referred  to  the  Schools  appointed  Occupational  Health
Consultant for advice on your medical condition and potential
work attendance.

The role of an Occupational Health Consultant is to arrange an
appointment to see you and, with your permission, seek details
of your medical history from your GP. The Access to Medical
Records Act 1998 gives you the right to see your medical report
if  you  so  wish.  Having  considered  all  the  information,  the
Occupational Health Consultant will advise accordingly.

A further meeting will be arranged with you by the Executive 
Principal to discuss the advice received and any further action if 
necessary.

If an underlying health problem is identified consideration will be
given to making reasonable adjustments or redeployment to a
more suitable post. In the event that no suitable solution can be
found the Executive  Principal may institute proceedings for
dismissal on the grounds of capability due to Ill  Health. Further
information  on  ill  health  retirement  can  be  found  within  the
Pensions section of
the Schools portal.



If no underlying health problem is identified you will be advised
that your attendance levels must improve and a further review
period will be arranged. Failure to improve your attendance
could result  in the Executive Principal taking action under the
procedure for handling dismissals on the grounds of incapability.
It  should be emphasised that this course of action is only
likely  to  be  taken  in  exceptional  circumstances  once  all
other  options  have been exhausted and full consultation
with the employee and / or representative, if applicable, has
taken place.

4.15.7 Long Term Absences

If  your  absence is  considered  long term or  the  schools  may
require additional information to support or facilitate a return to
work,  your  Executive  Principal  may  request  a  medical  report
from their Occupational Health Consultant concerning your likely
return to work, temporary adjustment to duties, redeployment or
ill health retirement.

The  Occupational  Health  Consultant  will  then  arrange  an
appointment to see you and seek your consent to contact your
GP  for  details  of  your  medical  condition,  medication  and
treatment etc. The Occupational Health Consultant will  advise
you of your rights with regard to the access to Medical Records
Act. If you decide to withhold your consent to the Occupational
Health Consultant contacting your GP, the Occupational Health
Consultant will still give advice but based only on the information
available during the course of the appointment.

Once  the  report  is  received  from  the  Occupational  Health
Consultant its contents and action will be discussed and agreed
with you which could include :

(a) No further action - if your medical condition is
improving and you are likely to return to work
in the near future, no further action  would  be
necessary.

(b) Phased return to work - if your medical condition
is improving but you need to be phased back into
work gradually, either in terms of hours or duties,
these  will  be  discussed  with  you  and  your
Executive  Principal  and a  gradual  programme of
return to work arranged.

Please note that you will need to provide a fitness
for work certificate from your GP as to the actual
date of your return. You will receive your normal
pay from the first day you return, regardless of
work.





Your  progress  will  be  monitored  on  a  regular
basis but you should aim to resume full  hours /
duties within three months of return.

(c) Redeployment  arrangements  -  if  your  medical
condition is such that returning to your post will
cause a detrimental effect on your health but, that
you  are  able  medically,  to  be  considered  for
alternative  employment,  redeployment
arrangements will be discussed with you. In such
cases  you  will  be  asked  to  complete  a  Career
Profile Form.

(d) Ill  health retirement  -  if  your medical condition
necessitates ill health retirement, the implications
of this will be discussed with you and the
necessary  arrangements  made  for  this  to  be
accomplished.



Chapter 5: Allowances & Benefits
5.1 First Aid Payments

5.1.1 All  required  First  Aiders  receive  an  allowance  of  5p  per  hour.  The
requirement for First Aiders will be determined by risk assessment of the
environment  and  will  involve  consultation  between  management,
employees,  trade  union  representatives  and  health  and  safety
representatives.

5.2 Allowances

5.2.1 Current rates of allowances for travel and subsistence can be found within
the Travel & Subsistence Allowances policy which is on the Schools portal.
Alternatively, ask your line manager for the latest version.

5.3 Ex-Gratia Payments Scheme

5.3.1 Under this scheme the Executive Principal has discretion to approve small
ex-gratia payments to employees towards the cost of replacing or repairing
clothing  or  personal  property  lost  or  damaged  in  connection  with  their
employment. This excludes vehicles or property left unattended in vehicles.

5.4 Local Government Pension Scheme

5.4.1 The Local  Government  Pension Scheme is  a  statutory,  funded pension
scheme and its benefits are defined and set out in law.

5.4.2 The Local Government Pension Scheme is open to all Support staff up to
the age of 75 years and  who  have a contract  with  more than 3 months
duration.

5.4.3 Most  staff  will  automatically  become a  member  of  the  pension  scheme
when they  begin  their  employment  through  contractual  enrolment.  Your
school or their payroll provider will arrange this when you commence,



unless you opt not to join. You may choose to opt back in at a later date if 
you so wish to do so.

5.4.4 Contribution rates are currently between 5.5% and 12.5% depending on
what you earn and you will, during your time in the pension scheme, have
the choice to pay into the 50/50 feature. This may provide you with the
ability to pay half your normal pension contributions and build up half your
normal pension benefits. The 50/50 section is designed to be a short term
option for when times are tough financially.

5.4.5 For further details on the Local Government Pension Scheme (LGPS) you
should contact the Pensions team based at Bedford Borough Hall on 01234
228872,  or  alternatively  visit  their  website  at:
http://www.bedspensionfund.org/active_members.aspx

For teachers pensions, please visit https://www.teacherspensions.co.uk/

5.4.6 For employees on JNC Conditions for  Youth & Community Workers, your
pension rights will be governed by the provisions of the Teachers’ Pension
Acts and Regulations.

5.5 Cycle Loan Scheme

5.5.1 This  benefit  is  offered  as  part  of  the  Council’s  Staff  Travel  Plan  to
encourage more environmentally friendly travel.

5.5.2 The Staff  Cycle Loan Scheme only operates with specific cycle retailers
enabling  you  to  buy  a  bike  and  equipment  with  the  loan  through  the
recommended retailers listed in the scheme details.

5.5.3 When you have chosen your  bike  your  Executive Principal  will  need to
authorise your loan.

Further information on the cycle scheme and how this operates can be 
obtained from your school’s office.

5.6 Eye Care

5.6.1 If you are classed as a Display Screen Equipment - DSE user (either now
or shortly to become) you are entitled to receive a free 'DSE eye test' paid
for by the School.

5.6.2 The usual cycle of eye tests paid for is every two years. Within the two year
period, DSE Users may request a DSE eye test if they experience visual
fatigue or discomfort that they consider relates to their use of DSE at work,
following which a Risk Assessment must be undertaken to identify work
practices that may be contributing to it, such as working practices such as
not  taking  sufficient  ‘screen  breaks’,  monitor  settings  and  the  working
environment.

5.6.3 If you are employed in a Maintained, Community or VA school, your
manager will be able to obtain an ‘Eye Care Voucher’ from the Council’s
HR Admin Team at hr_records@centralbedfordshire.gov.uk. When you are
in  receipt  of  the  voucher,  you  will  be  eligible  for  your  free  eye  test  at
participating retailers.

https://www.teacherspensions.co.uk/
mailto:hr_records@centralbedfordshire.gov.uk
http://www.bedspensionfund.org/active_members.aspx
http://www.bedspensionfund.org/active_members.aspx


5.6.4 Following your eye test, if the optician recommends

 option C ‘general use, incorporating a special prescription for VDU
use’ and bifocals or multifocals; or

 Spectacles that are required solely for VDU use (option D)

then the school will send your prescription to the HR Admin Team, who will
issue you with  a Spectacles Voucher  to  the value  of  £55 towards your
glasses.

Single vision lenses, suitable for general use are not eligible and neither
are contact lenses.

The cost of the eye care voucher and the lenses voucher will be charged
back to your School.

Chapter 6: Conduct & Performance
6.1 Code of Ethics

6.1.1 As customers, the public are entitled to expect employee conduct of the
highest standard. Therefore, you should behave and present your actions in
accordance  with  your schools values, ethical  standards and the relevant
guidance for your role. The Department of Education has published
guidance on Teaching Standards  which  can be found here.  For  support
staff including HLTA’s and TA’s you should discuss these standards  with
your Head teacher.

6.1.2 This document must be read in conjunction with the Council’s constitution
which has been drawn up to provide you with guidance on how you will be
expected to conduct yourself when carrying out duties and responsibilities
associated with your employment. This can be viewed here.

6.2 Confidential Reporting (Also known as ‘Whistle Blowing’)

6.2.1 The Council is committed to the highest possible standards of openness,
probity and accountability. In line with that commitment we expect
employees and others that we deal with who have serious concerns about
any aspect of  the  Council’s  work  to  come  forward  and  voice  those
concerns.  It  is  recognised  that  most  cases  will  have  to  proceed  on  a
confidential basis.

6.2.2 Employees are often the first to realise that there may be something
seriously wrong within the Council or the School. However, they may not
express their  concerns  because  they  feel  that  speaking  up  would  be
disloyal  to  their  colleagues or to the School. They may also fear
harassment or victimisation.  In  these circumstances it  may be easier  to
ignore  the  concern  rather  than  report  what  may  just  be  a  suspicion  of
malpractice.

6.2.3 The Confidential Reporting Policy document makes it clear that employees
can  raise  serious  concerns  without  fear  of  victimisation,  subsequent
discrimination or disadvantage and is intended to encourage and enable
employees  to  raise  those  concerns  within  the  Council,  rather  than
overlooking a problem or ‘blowing the whistle’ outside. The full  policy on

http://www.centralbedfordshire.gov.uk/council/councillors/constitution.aspx
https://www.gov.uk/government/publications/teachers-standards


confidential reporting is in the Personnel     Handbook     at     Chapter     3,     Section  
18.

6.3 Anti-Fraud and Anti-Corruption Strategy

http://www.centralbedfordshire.gov.uk/Images/confidential-reporting_tcm3-8593.pdf
http://www.centralbedfordshire.gov.uk/Images/confidential-reporting_tcm3-8593.pdf


6.3.1 In  administering  its  responsibilities  the  Council  is  set  against  fraud and
corruption  whether  it  is  attempted on or  from within  the  Council  and is
committed to an effective Anti-Fraud and Corruption Strategy designed to:

• Encourage prevention;
• Promote detection;
• Identify a clear pathway for investigation and
• Seek to impose sanctions against anyone who commits fraud against

the Council, its clients or the public purse

6.3.2 The Council’s expectation on propriety and accountability is that Members,
Employees and Partner Organisations at all levels will lead by example in
ensuring adherence to rules, procedures and recommended practices. The
full Council strategy on Anti-Fraud and Corruption can be found here.

6.4 Data Protection

6.4.1 The  Council  has  established  a  framework  to  ensure  it  can  fulfil  its
responsibilities  under  the  General  Data  Protection  Regulations  (GDPR).
Further information can be found here.

6.4.2 All employees have a responsibility to know what is required of them under
these regulations. If you require any further information on the issues or feel
that the Council is any way failing to meet the best practices, please view
the Councils Data     Protection     Breach     Reporting     Procedure     Policy   or contact
your Executive Principal or other senior member of staff.

6.5 Declaration of Interests

6.5.1 Where a contract has been entered into or is proposed to be entered into
by the Council or the School, an employee has a legal obligation to give
written notice of any pecuniary interest direct or indirect that they have in
the contract.

6.5.2 Such a notice should be given to the Executive Principal  who  may seek
further  advice  from  the  schools  Legal  Advisers/Insurers  and  the  HR
provider.

6.5.3 The  legal  obligation  is  particularly  relevant  to  employees  who  may  be
involved in a process leading to the award of contracts on behalf of the
Council or the School, or who may be involved in a process leading to the
award of contracts on behalf of the Council or the School, or who wish to
bid, or hold an interest in a company bidding for a contract.

6.5.4 An example of the circumstances that might apply is where the employee is
in business with, or in the employment, of a person with whom a Council
contract is to be made, or is a member of a company or other body with
which the Council contract is to be made e.g. as a shareholder.

6.5.5 If anyone is in doubt as to their position in particular circumstances contact
their  Executive  Principal  who  will  liaise  with  the  schools  Legal
Advisers/Insurers and/or the HR Provider.

6.6 Information Security Statement

http://www.centralbedfordshire.gov.uk/council/information-governance/policies.aspx
http://www.centralbedfordshire.gov.uk/contact-us/website/data-protection.aspx
http://www.centralbedfordshire.gov.uk/schools-portal/human-resources/employee/conduct.aspx


6.6.1 Objective



The objective of this statement is to provide direction for the protection of
information  owned by  Central  Bedfordshire  Council,  the  School,  and  its
customers, employees, partners or suppliers, in whatever form it may be
held or communicated, whether verbal, on paper or electronic. Information
is  one  of  our  most  valuable  assets.  Of  equal  value  is  the  trust  of  our
partners, employees and customers that we will protect the information that
they have  shared  with  us.  Information  relating  to  Central  Bedfordshire
Council,  the  School,  pupils,  parents,  customer,  partner,  employee  or
supplier,  when  created,  stored,  transmitted  or  communicated,  must  be
protected from unauthorised access, use, modification or destruction. The
full Council Information Security Statement can be found here.

6.6.2 Information security policy

Information stored and processed by the Council, Schools or by third
parties working on behalf of the Council and information systems are critical
and  vitally important assets. Without adequate levels of protection,
confidentiality, integrity and availability of information, the council will not be
able to fulfil  its  obligations including the provision of government services
and meeting legal, statutory and contractual requirements.

Accordingly,  the  Council  and  the  School  have  a  duty  to  preserve  the
confidentiality, integrity and availability of our information assets within the
jurisdiction of the Council.

This means that the Council and Schools must take appropriate steps to
ensure that information and information systems are properly protected
from a variety of threats such as error, fraud, embezzlement, sabotage,
terrorism,  extortion,  industrial  espionage,  privacy  violation,  service
interruption,  and  natural  disaster.  The  full  Council  Information  Security
Policy can be found  here. Please note that this policy does not apply to
those schools  with  delegated powers (where the school is the employer),
unless adopted by the governing body.

6.6.3 Responsibilities

All persons having access to Council and School information, systems and
equipment are responsible for adhering to the policy.

All  Executive  Principals  and  senior  staff  through  the  delegation  of  the
governing body are directly responsible for implementing the policy within
their School and for regularly informing employees of their responsibilities.

6.7 IT Acceptable Use Policy

6.7.1 The Council and the School provides IT resources to its users for business
use.  Personal  use  of  IT  resources  is  permitted  within  the  constraints
defined  in  this  document;  however  use  of  the  Council  and  School’s  IT
resources to operate a personally owned business or for personal financial
gain is  unacceptable.  All  access to  Council  and School’s  IT  systems is
based  upon  business  need  and  related  to  the  post  held  and  role
undertaken. Head teachers and senior staff should satisfy themselves as to
the  suitability  of  candidates IT skills during the recruitment process and
ensure IT training and  skills  needs  analysis  form  part  of  ongoing  staff
management.

http://www.centralbedfordshire.gov.uk/Images/information-security-policy_tcm3-11615.pdf
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6.7.2 All Council and School employees who are provided with access to any IT
service not designated as a public facility must sign the declaration
contained within the IT Acceptable Use Policy to confirm that they have
read and understood and will abide by the policy.

6.7.3 This policy applies to all members of staff including temporary/ supply or
agency staff, authorised third party employees and consultants/contractors
who are provided with access to any Council or School provided IT service
not designated as a public facility.

6.7.4 For  more  information  please  contact  your  schools  IT  team or  view the
Council’s IT Acceptable Use Policy by clicking here.

6.8 Security within Council Establishments

6.8.1 It is difficult to reconcile the accessibility of public buildings with the need for
increased security, but it is important that the public and employees feel
safe when using the Council establishments. You should check the school
policy  on  the  security  arrangements  for  the  School  with  your Executive
Principal.

6.9 Discipline at Work

6.9.1 The School operates a local disciplinary procedure in order to ensure that
fair and effective arrangements exist for dealing with disciplinary matters
and  to  ensure  that  as  far  as  possible  standards  are  observed  for  all
employees.

6.9.2 This procedure is designed to help and encourage all employees to achieve
and maintain standards of conduct. An acceptable standard of conduct is
essential for the efficient and effective delivery of the School's services.

6.9.3 The Executive Principal and senior staff are responsible for setting and
maintaining  standards  of  conduct  for  their  employees.  This  procedure
provides  for  matters to be dealt with quickly, using a fair  and  consistent
method, where there has been failure to observe the standard of conduct
expected by the Governors.

6.9.4 The School recognises its responsibility to ensure that whenever relevant,
appropriate  rules,  procedures  and  standing  instructions  issued  by  the
Governors, are brought to the attention of relevant employers and that they
remain accessible to them.

6.9.5 This procedure provides for matters to be dealt with quickly, using a fair
and  consistent  method,  where  there  has  been  failure  to  observe  the
standard of conduct expected by the Council.

6.9.6 The  disciplinary  procedure  does  not  replace  the  normal  interchange
between manager and employee, and recognises that in most instances
minor breaches of  conduct  can and should be dealt  with  informally and
promptly  by  the line manager, without recourse to the formal disciplinary
procedure.  The  use  of  supervision,  coaching,  counselling  and  informal
reprimand can be effective in improving conduct.

http://www.centralbedfordshire.gov.uk/Images/it-acceptable-use-policy_tcm3-11611.pdf


6.9.7 This  procedure  is  supported  by  guidelines  for  both  managers  and
employees. (Chapter 4, Section 1 and 2 of the Personnel Handbook provide full details of
the procedures for conduct ad capability issues).

http://www.centralbedfordshire.gov.uk/schools-portal/human-resources/personnel/conduct.aspx


6.10 Procedure for Settling Grievances

6.10.1 The School operates a procedure for settling grievances. The aim of this
procedure is to provide a fair arrangement by which individual employees,
or a collective group of employees, may raise grievances in the course of,
and connected with, their employment and have them settled promptly and
satisfactorily  as  near  to  the  point  of  origin  as  possible.  To  view the full
Grievance Policy & Procedure for school based employees please click
here.

6.10.2 This procedure does not apply:

• To a grievance in relation to salary grading and related matters (this will
be dealt with by the pay policy adopted by the Governing Body);

• In  the  first  instance,  where  the  complaint  is  of  unfair  discrimination,
harassment or victimisation employees and managers should refer to the
Council's Code of Practice on handling unfair discrimination, harassment,
victimisation  and  bullying  (Chapter  3,  Section    12        of  the  Personnel  
Handbook).

6.10.3 The Grievance Procedure will not be used to raise complaints, or further
challenge  issues  that  are  being  dealt  with  as  a  matter  of  discipline,
incapability or under the sickness absence guidelines.

6.11 Probationary Service Review

6.11.1 The School operates a formal probationary scheme that is effective for all
new support staff who join the Council and who have not previously worked
in a local government environment.  To  view the full  Probationary Review
Guidelines please click here.

6.11.2 The purpose of a probationary period is to allow both the employee and
their  manager  an  opportunity  to  assess the  suitability,  performance and
conduct of the starter within the role. Managers’ must support this process
by:

• Providing initial assistance, encouragement and feedback to the employee
to support them in adapting to a new job (including the duties,
responsibilities and working environment).

• Providing the employee with  an opportunity to discuss how they feel their
new role is going and to raise any concerns they may have.

• Discussing areas where some improvement is needed and to explain clear
standards and targets that the employee will be expected to achieve. This
will usually include:

• their performance to date
• the performance standards required
• further  training  and  supervision  to  support  the  employee.  It  is

important  that  assistance  is  provided  to  enable  the  employee  to
improve their performance and/or conduct in their job.

• timescales for improvement (where the employees performance or 
conduct is below the expectations for the role)

• levels of attendance
• standards of conduct

http://www.centralbedfordshire.gov.uk/Images/probationary-review_tcm3-19147.pdf
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• consequences of not improving (where the employees performance 
or conduct is below the expectations for the role)



6.11.3 By the completion of the probationary period, the employee must be
capable of fully performing in their role with the range of tasks for the job
and grade concerned.

6.11.4 Note: If during the probationary period the individual's conduct (including
attitude, attendance and timekeeping) is falling below the required
standards then such matters should be dealt with immediately under the
Council's Disciplinary Procedure.

6.11.5 Performance matters that arise following the successful  completion of a
probationary  period  will  be  dealt  with  using  the  School's  Capability
Guidelines.

6.12 Children of employees on Work Premises

6.12.1 It  is your responsibility to ensure that you have made adequate childcare
arrangements whilst you are working.

6.12.2 If you have childcare problems due to unforeseen circumstances, you
should refer to the Time   Off policy   on the Schools Portal and speak to your
line manager at the earliest opportunity.

6.12.3 You are not allowed to bring children onto School premises whilst you are
working because of insurance and health and safety restrictions and the
obvious  distraction  to  other  employees  unless  you  have  the  express
permission of the Executive Principal.

6.13 Safekeeping of Personal and Private Property

6.13.1 The safekeeping of personal and private property (e.g. handbags, wallets
etc.)  is  your  own  responsibility.  No  responsibility  is  accepted  for  cars,
motorcycles, bicycles etc. parked on the School or Council property.

6.13.2 The Council's  insurance scheme does not cover any loss of employees'
own personal belongings and therefore any such loss would have to be met
by you.

6.14 Employee Relations

6.14.1 The Council believes in the principle of solving employee relation's
problems by  consultation  and negotiation  and  supports  the  concept  of
collective bargaining. For practical purposes this can only be conducted by
representatives of the employees and therefore  we  will  recognise trade
unions in accordance with the Council's Trade Union Recognition Policy.
We respect the right of employees to join trade unions and take an active
part  in  trade union  activities.  Please click here to  view the recognised
trade unions for collective bargaining purposes.

6.14.2 The Council is committed to consulting with employee representatives on a
regular basis. This will be achieved for NJC employees by the Education
Employee Relations (EER) Working Party Forum.6.14.3 Employees
should not be allowed to bring children onto School premises whilst they
are working because of insurance and health and safety restrictions and
the obvious distraction to other employees.

http://www.centralbedfordshire.gov.uk/Images/trade-union-contacts-2_tcm3-14964.pdf
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6.14.3 The Council accepts that differences and disputes may arise from time to
time, but will do everything to endeavour that they are kept to a minimum
and resolved as soon as possible.

6.14.4 The Council recognises that time-off for trade union activities is allowed
and grants this in accordance with the appropriate Facilities Agreement.
We will  disclose information for the purposes of collective bargaining in
accordance with the Trade Union and Labour Relations (Consolidation)
Act 1992 and the ACAS Code of Practice on Disclosure of Information for
Collective Bargaining purposes.  To view the Facilities for representatives
of unions and professional associations guidance please click here.

6.14.5 Finally the Council also recognises that whilst much can be done to
achieve good employee relations it requires commitment and dedication of
Members and officers at all levels, and a willingness to resolve issues on
the part of the trade unions.

6.14.6 The Council recognises three Trade Unions for consultation and collective
bargaining  purposes  in  respect  of  school  support  staff,  these  being
UNISON, GMB and Unite.  The Council  has a contractual  statement of
commitment to the support of collective agreements, nationally, regionally
and locally.

Chapter 7: Health & Safety
Complete information on all Health and Safety policies can be found on the Health
and Safety pages of the schools portal which can be accessed here:

http://www.centralbedfordshire.gov.uk/schools-portal/human-resources/health-
safety/overview.aspx.

7.1 Health and Safety Policy

7.1.1 This Policy has been designed to comply with the statutory obligations
placed on Community, Voluntary Controlled (VC) Schools and Nurseries
and Central Bedfordshire Council (the Council) as an employer by Section
2(3) of the Health and Safety at Work etc. Act 1974.

7.1.2 Community, VC Schools and Nurseries and Central Bedfordshire Council
(CBC) recognise and accept their responsibility as an employer for
providing  a  safe  and  healthy  working  environment  for  its  staff,  agency
workers, contractors, volunteers, the general public and anyone else that
may be affected by its activities.

7.1.3 So far as is reasonably practicable, the School and the Council will take all
steps within its power to meet its responsibilities, paying particular attention
to the provision and maintenance of:-

· Plant, equipment and systems of work that are safe and without 
risks to health;

· Arrangements for the use, handling, storage and transport of articles 
and substances which are safe and without risks to health;

http://www.centralbedfordshire.gov.uk/schools-portal/human-resources/health-safety/overview.aspx
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· Information,  instruction, training and supervision to enable staff  to
avoid or manage risks and contribute positively to their own safety
and health at work;

· Where under the Council’s control, a place of work which is safe and
without risks to health, and with safe access to and from it;

· A working environment which is safe, without risks to health,  and
adequate as regards facilities and arrangements for welfare at work.

7.1.4 The  School  and  the  Council  will  also  ensure,  so  far  as  is  reasonably
practicable, that its work activities do not endanger the health and safety of
the general public and others not employed by the School or Council such
as visitors, contractors, pupils and volunteers.

7.1.5 Without detracting from the primary responsibility of the School Governing
Body and Executive Principal for ensuring safe conditions and systems of
work, the School and the Council will, so far as is reasonably practicable,
provide competent technical advice on health and safety matters where this
is necessary to assist line management with this task.

7.1.6 The School and the Council reminds its staff, agency workers, contractors
and volunteers of their own responsibility to take care of their own safety
and that of other persons who may be affected by their acts or omissions, to
co- operate with the School and the Council so as to enable it to carry out
its legal duties, and not to misuse or interfere with anything provided in the
interests of health, safety and welfare.

7.1.7 The  Council’s  remit  is  varied.  Many  activities  are  delivered  through
partnerships and contracts which involve working closely with suppliers and
stakeholders. Therefore it is expected that these arrangements have high
standards of  health  and  safety  and  for  stakeholders  to  work  with  us  in
achieving compliance and good practice wherever possible.

7.1.8 Good health and safety is not a ‘nice to have’, but plays an essential part in
enabling the Council to meet its corporate objectives and to demonstrate its
commitment to the quality of life of  its  stakeholders. The School and  the
Council will ensure that health and safety remains a priority and forms an
integral part of the Council’s decision making process.

7.1.9 Head  Teachers  and  Governing  Bodies  of  Community  and  Voluntary
Controlled schools are responsible for  operational  delivery of  health and
safety policies and procedures, ensuring risk assessments are conducted,
followed and reviewed and that their staff are aware of their responsibilities
and duties in respect of health, safety and welfare.

7.1.10 Staff are required to follow health and safety procedures, report any
hazards,  concerns or incidents to their line manager as soon as is
reasonably possible and work in a safe manner without putting themselves
or  others  at  undue  risk. Further information in relation to the Health &
Safety Policy can be found here.

7.2 Display Screen Equipment

http://www.centralbedfordshire.gov.uk/schools-portal/human-resources/health-safety/policies.aspx


7.2.1 Schools and offices are usually seen as ‘safe’ environments, but they do
have specific hazards unique to them, which includes the use of display
screen equipment (DSE).

7.2.2 Users of DSE equipment have a duty to work in accordance with the
training and instruction given by their Head Teacher. If you are deemed to
be a ‘DSE User’ you should complete a DSE     questionnaire  .

7.2.3 Prolonged use of Visual Display Units (VDU's) can result, for some users,
in headaches, eyestrain, or muscle pain. Using the correct equipment in
the right working conditions, and knowing how to adjust your workstation,
can ensure your comfort.

7.2.4 If you use a VDU for a significant part of your working day, it is important
that you refer to the Display Screen Equipment Guidelines located on the
Schools Portal.

7.3 Policy on Smoking

7.3.1 The dangers to health and safety of cigarette smoking have been known
for several  years.  Research has shown that an individual  who  smokes
faces a higher risk of heart disease and lung cancer as well as the risk of
exacerbating other health problems. Clinical research has also shown that
non-smokers subjected to passive smoking have a 50% greater chance of
developing lung cancer. It is also apparent that exposure to cigarette
smoke can be detrimental for those who suffer from asthma. Because of
these identified risks, many people are now using electronic cigarettes (or
‘e-  cigarettes) as an aid to quit smoking. These are battery-powered or
electrically charged products that give off a visible vapour. They contain
liquid nicotine that is inhaled by the user. It is worth noting that electronic
cigarettes (or ‘e-cigarettes’) fall outside the scope of smoke-free
legislation.

7.3.2 The Council is mindful of the research and its duty to provide and maintain
a working environment for its staff that is safe and without risk to health.
Employers are increasingly seen as responsible for the risk to health of
non-smokers exposed to tobacco smoke generated by others. However,
the Council is also aware that smoking is a legal activity and that many
smokers cannot easily give up the habit. With this consideration, as well
as the health issues cited above, the Council has recognised that some
staff will want to smoke during the working day.

7.3.3 Accordingly,  the policy on smoking is at Chapter 3,  Section 16, of  the
Personnel     Handbook  .

7.4   Emergency Procedures

7.4.1 All  staff  must  ensure  that  they  are  conversant  with  the  emergency
procedure  applicable  to  their  place  of  work.  These  procedures  will  be
displayed around the building.

7.4.2 Make sure you know where the nearest fire exits and protected staircases
are situated and the method(s) used to warn of an emergency. Although
procedures and particular arrangements to ensure the safe evacuation of
a building will vary, nevertheless there will be basic similarities as follows:

http://www.centralbedfordshire.gov.uk/Images/013_tcm3-8349.doc
http://www.centralbedfordshire.gov.uk/Images/smoking-workplace-2_tcm3-8591.pdf
http://www.centralbedfordshire.gov.uk/Images/smoking-workplace-2_tcm3-8591.pdf
http://www.centralbedfordshire.gov.uk/Images/smoking-workplace-2_tcm3-8591.pdf
http://www.centralbedfordshire.gov.uk/Images/013A_tcm3-8350.xls


1. Action by the staff in the event of fire

(a) On discovering a fire raise the alarm

(b) On hearing a fire warning:

(i) Leave the building in a brisk and business-like manner using the nearest
fire exit.

(ii) On no account attempt to use the lifts, or return to your place of work to
collect personal effects, or carry bulky items or beverages.

N.B Once an evacuation is in progress, any instructions issued by a Fire 
Marshall, deputy Fire Marshall, or similar responsible person known to be in
charge must be followed. Staff who ignore such instructions could face 
disciplinary action.

(c) Assembly Area

All staff and visitors evacuating the building during an emergency must 
proceed to their designated assembly area.

Staff may only re-enter when told to do so by a responsible person in charge
of the evacuation.

(d) Disabled Persons

Where disabled staff are employed, Schools must ensure adequate 
arrangements for their safe evacuation.

2. Action by staff on suspecting a bomb

(a) Any one suspecting an object to be a bomb, placed inside or outside a
building, must not touch it under any circumstances.

(b) Report its position immediately to a responsible person such as the
Head Teacher or other senior member of staff. If the Head Teacher or other
senior member of staff is not present then inform the police.

REMEMBER: -

YOU MUST TAKE ADEQUATE PRECAUTIONS TO AVOID CAUSING A
FIRE.

REPORT TO A SENIOR PERSON, ANY SITUATION WHICH YOU 
CONSIDER COULD CAUSE A FIRE TO DEVELOP.

AND MAKE SURE YOU KNOW THE EMERGENCY PROCEDURES AND 
ARRANGEMENTS THAT EXIST IN YOUR PLACE OF WORK.

7.5 Guidance on Physical Contact and Intervention in Schools

7.5.1 Detailed guidance in relation to physical contact and intervention in schools
for governing bodies, head teachers and school staff has been produced by
the Department for Education. The guidance can be found by clicking here.

7.6 Assaults on Members of Staff

https://www.gov.uk/government/publications/use-of-reasonable-force-in-schools


7.6.1 Detailed information in relation to assaults on members of staff can be found
within the Violence & Aggression & the Lone Working Policy & Guidance
which can be found within the Health & Safety pages of the Schools Portal
or by clicking here.

Appendix 1

APPEAL MECHANISM

1. The Education Act 2002 provides for the governing body to determine the salary of
levels of school support staff posts. This must be in accordance with the salary
scales recommended by the authority and in the light of any advice offered by the
authority.  This  requirement  is  designed  to  enable  the authority  to  ensure  that
comparable  staff  are  employed  on comparable  terms and conditions  so as  to
avoid problems of equal pay claims.

2. The authority therefore expects schools to follow the codes of practice outlined in
the Personnel Handbook for Schools and ensure that school support staff are paid
in accordance with the principles enshrined within the Single Status Agreement.
The pay scales used by schools  must be those adopted by the authority.  The
authority has, in place, an appropriate job evaluation procedure and this is set out
in the Support Staff Job Descriptions section of the Schools portal.

3. It  is important that governing bodies,  wherever possible,  seek advice from the
authority before difficulties are encountered.

4. Appeals will be considered where they are made on the grounds of:-

 A like job (where work is the same or broadly similar) within the
employment of the Council has been more highly graded; or

 A job of equal value (work which is different but of equal value in terms of
the demands of the job) within the employment of the Council has been
more highly graded.

5. A  principal  underpinning  the  advice  of  the  authority  is  that  a  small  group  of
governors,  probably  three,  should  be  responsible  for  all  pay  issues  within  the
school and there should be an annual review  of  all  staff (teaching and support
staff)  as  a result  of  which  staff  would  be informed,  in  writing,  as  to  their  pay
position for the next academic/financial year. Those staff who feel that their posts
had not been graded correctly then have an opportunity to raise concerns via an
appeal panel of governors, once the appeal has been lodged, the pay committee
of the governing body will be able to seek advice from the authority in order that a
formal evaluation can be carried out. Any formal evaluation will take place with the
trade union and human resource representatives present  and the result  of  the
evaluation would be fed back to the school as part of the appeal mechanism. If for
one reason or  another  the school  then chose not  to  accept  the advice  of  the
authority, it may become necessary for the authority to alert the school to the risks
of having to pick up a liability resulting from equal pay claims were the school to
be used as a comparator.

6. The  process  of  annual  review  for  staff  on  NJC  Local  Government  Services’
conditions is recommended as good practice to all governing bodies. It would not,
of  course,  preclude  the  possibility  of  staff  or  senior  managers  seeking  a  re-
evaluation of a post at other times. The outcome of such a review, however, would
be subject to the same appeal procedure.

7. Accordingly, the Governing Body has adopted the following procedure at hearings

http://www.centralbedfordshire.gov.uk/schools-portal/human-resources/health-safety/documents.aspx


or appeals in respect of matters relating to pay.

PROCEDURE AT HEARINGS OR APPEALS IN RESPECT OF MATTERS RELATING 
TO PAY

8. The Governing Body has adopted an appeals procedure in respect of pay which
will operate outside the normal grievance arrangements but which will ensure a
fair hearing to all parties concerned. A full written note will be made of the hearing
and the appeal panel’s decision.

9. A panel of governors (the Appeal Panel) shall be constituted for the purpose of
hearing appeals relating to the pay of a member of staff. It shall exclude members
of the Governing Body’s Staffing Committee on Pay. The Director of Children’s
Services  or  his/her  representative  may  be  present  for  the  purposes  of  giving
advice. The member of staff  with the grievance (or his or her representative)
shall  make  an  opening  address  explaining  his  or  her  case  and  may  then  be
questioned by the other parties involved (or their representatives) or by the Appeal
Panel.

10. The member of staff (or his or her representative) shall call on any witnesses who
may be questioned  by  the other parties involved (or their representatives) or by
the  Appeal  Panel.  The  witnesses  shall  withdraw  once  they  have  given  their
evidence.

11. The Chairperson of the Staffing Committee on Pay (or his or her representative)
shall  the  have  the  right  to  make  an  opening  address  and  may   then   be
questioned  by  the  other  parties  involved  (or  their  representatives)  or  by   the
Appeal Panel.

12. The Staffing Committee on Pay (or their representative) may call any witnesses
who may be questioned by the member of staff (or his or her representative) or by
the  Appeal  Panel.  The  witnesses  shall  withdraw  once  they  have  given  their
evidence.

13. Each party (or their representative) shall then have an opportunity to sum up his or
her case, the member of staff making the appeal to do so last.

14. The parties involved, their representatives and any witnesses shall then withdraw.

15. The Appeal  Panel,  together  with  the Director  of  Children’s  Services  or  his/her
representative who may be present for the purposes of giving advice  only,  shall
deliberate in private, only recalling the parties involved (and their representatives)

       to clear points of uncertainty on evidence already given. If recall is necessary, all
parties must return even if only one party is concerned with the point giving rise to
doubt.

16. The Appeal Panel shall announce the decision to the parties involved personally at
the end of the hearing where possible and, subsequently, confirm the decision in
writing. The decision of the Appeal Panel is final and binding on all parties and
shall be reported to the next full meeting of the Governing Body.



Appendix 2

SALARY STRUCTURE FOR SCHOOL SUPPORT STAFF
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Appendix 3

PART TIME PROPORTION TABLE FOR TERM TIME ONLY STAFF
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0.25 0.00059 0.0060 0.0060 19 0.4451 0.4530 0.4570
0.5 0.0117 0.0119 0.0120 19.5 0.4569 0.4649 0.4690

1 0.0234 0.0238 0.0241 20 0.4686 0.4769 0.4810
1.5 0.0351 0.0358 0.0361 20.5 0.4803 0.4888 0.4930

2 0.0469 0.0477 0.0481 21 0.4920 0.5007 0.5051
2.5 0.0586 0.0596 0.0601 21.5 0.5037 0.5126 0.5171

3 0.0703 0.0715 0.0722 22 0.5154 0.5245 0.5291
3.5 0.0820 0.0835 0.0842 22.5 0.5271 0.5365 0.5411

4 0.0937 0.0954 0.0962 23 0.5389 0.5484 0.5532
4.5 0.1054 0.1073 0.1082 23.5 0.5506 0.5603 0.5652

5 0.1171 0.1192 0.1203 24 0.5623 0.5722 0.5772
5.5 0.1289 0.1311 0.1323 24.5 0.5740 0.5842 0.5892

6 0.1406 0.1431 0.1443 25 0.5857 0.5961 0.6013
6.5 0.1523 0.1550 0.1563 25.5 0.5974 0.6080 0.6133

7 0.1640 0.1669 0.1684 26 0.6091 0.6199 0.6253
7.5 0.1757 0.1788 0.1804 26.5 0.6209 0.6318 0.6373

8 0.1874 0.1907 0.1924 27 0.6326 0.6438 0.6494
8.5 0.1991 0.2027 0.2044 27.5 0.6443 0.6557 0.6614

9 0.2109 0.2146 0.2165 28 0.6560 0.6676 0.6734
9.5 0.2226 0.2265 0.2285 28.5 0.6677 0.6795 0.6854
10 0.2343 0.2384 0.2405 29 0.6794 0.6914 0.6975

10.5 0.2460 0.2504 0.2525 29.5 0.6911 0.7034 0.7095
11 0.2577 0.2623 0.2646 30 0.7029 0.7153 0.7215

11.5 0.2694 0.2742 0.2766 30.5 0.7146 0.7272 0.7335
12 0.2811 0.2861 0.2886 31 0.7263 0.7391 0.7456

12.5 0.2929 0.2980 0.3006 31.5 0.7380 0.7511 0.7576
13 0.3046 0.3100 0.3127 32 0.7497 0.7630 0.7696

13.5 0.3163 0.3219 0.3247 32.5 0.7614 0.7749 0.7816
14 0.3280 0.3338 0.3367 33 0.7731 0.7868 0.7937

14.5 0.3397 0.3457 0.3487 33.5 0.7849 0.7987 0.8057
15 0.3514 0.3576 0.3608 34 0.7966 0.8107 0.8177

15.5 0.3631 0.3696 0.3728 34.5 0.8083 0.8226 0.8297
16 0.3749 0.3815 0.3848 35 0.8200 0.8345 0.8418

16.5 0.3866 0.3934 0.3968 35.5 0.8317 0.8464 0.8538
17 0.3983 0.4053 0.4089 36 0.8434 0.8583 0.8658

17.5 0.4100 0.4173 0.4209 36.5 0.8551 0.8703 0.8778
18 0.4217 0.4292 0.4329 37 0.8669 0.8822 0.8899

18.5 0.4334 0.4411 0.4449
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