 Personnel Procedures


School should refer to own Personnel Provider’s manual and the WBC Recruitment Policy available at http://www2.wokingham.gov.uk/children-youth-education/school-learning-community/school-leadership/policies/recruitment-policy
All payments to staff should go through payroll.  This enables the National Insurance and tax to be correctly charged.

Personnel and Payroll Procedures



Appointments



Variations 



Terminations

Timesheet payments – supply teachers and variations in hours

Monitoring –on-going procedures

Appointments


See Flow Chart of process


See Checklist of documents required


See Induction of staff checklist (Sian)


Include pension instructions in notification to Payroll provider


Issue contract – in duplicate (keep signed copy in individual’s personnel file)


Notify new member of staff salary in appointment letter.

For each step of process and for each document required need to know who is responsible for it, where to find master copies, where to file completed forms.

Variations to contracts

Involves change in hours, extension of fixed term, etc – reduced process and letter to vary contract.

Termination of contract

Exit interview and payroll notification.

Personnel file should be stored in secure location.

Timesheets


Completion procedures


Authorisation


Payroll deadlines

Monitoring – On-going Procedures

Monthly:
Complete Absence Return and send to payroll provider



File certificates (self or doctor’s)



Special leave forms – file when authorised

Check WISE statement against Budget Plan expected expenditure



Enter payroll into FMS 6 (block or individual payments)

Follow up discrepancies with payroll provider



Check timesheet payments against expected expenditure



Supply insurance claims (+ copies of certificates)

Termly /
Update current staff on Personnel data base

   Annually:
Update Personnel data base with NI, superannuation rates, salary scales 

Issue report on current staff to Head & Governors 

Attend briefings on changing terms and conditions, pension issues etc

Issue reports as required of Cost of Supply, rates of absence, etc

Check that policy and procedures documents are up to date with latest advice-notify Head/governors of latest advice.

Prepare Teachers Salary statements

Notify Payroll provider of any incremental changes

As Required:
Report Accidents to Wokingham Borough Council, file forms




Mileage claims

Recruitment/Selection Process Flow Chart




Process follows steps above

New Appointment Checklist

	NAME:      ___________________________

	Grade/SCP
	

	POST:        ___________________________

	BASIC STARTING SALARY:
	£___________ p.a. 



	DATE OF

APPOINTMENT:
	___________________
	ANY ALLOWANCES:
	£___________



	
	
	Date or tick when done
	Location of document

	LETTER OF APPOINTMENT:
	Sent out
	

	
	Acceptance received:
	

	MEDICAL CLEARANCE:
	Questionnaire sent out:
	

	
	Clearance received from 

Corporate Health:
	

	REFERENCES:
	Applied for:
	

	
	Received:
	

	DISCLOSURE

(if applicable)
	Form sent to 

Personnel Provider (with cheque):
	

	
	Clearance received:
	

	CONTRACT:

(contract pack included)
	Sent out:
	

	
	Returned signed:


	

	P45/BANK FORM:
	Received from individual:
	

	PAYFORM/P45 OR P46 BANK FORM
	Sent to payroll:
	

	INPUT DETAILS TO PAYROLL
	Input

Authorised
	

	ADMIN – INPUT  DETAILS TO:
	CRB Central List

Staff List

SIMS
	

	PROBATIONARY PERIOD:
	Diary date entered:
	

	
	Letter sent to individual:
	

	PERSONAL FILE (tick when put on file)
	
	

	Application form:

	
	

	Copy of advert:


	
	

	References:


	
	

	Disclosure clearance:

	
	

	Copy pay form:


	
	

	Copy P45/P46:


	
	

	Copy bank & personal details form:             
	
	

	Job description/person spec:
	
	

	Signed appt. letter:
	
	

	Medical clearance:
	
	

	Signed contract:
	
	

	INDUCTION – DOCUMENTS

(To be provided to new member of staff)
	
	

	Job Description
	
	

	Staff Handbook
	
	

	 If not in handbook        Dress Code
	
	

	                                      Special Leave policy
	
	

	 H&S Working at Heights
	
	

	
	
	

	
	
	


Flow Chart converted to Table

Staff Appointment Process

	Process
	Staff responsible
	Location of master
	Location of record
	Date of completion

	Review Staffing Structure

(remodelling agenda)


	Governors staffing committee
	Office filing cabinet
	Committee minutes
	Annually and when required

	Decide on Job Description or Profile


	Selection panel
	
	Office
	

	Write Person Specification


	Selection Panel
	
	
	

	Agree content, format of advertisement


	Senior Management Team
	
	
	

	Put together pack of information and Application forms for applicants


	Admin assistant
	
	Office
	

	Shortlist candidates 


	Selection panel
	
	Head’s office
	Closing date

	Invite applicants to interview, references, “unsuccessful” letters


	Head +…
	
	Library
	

	Interview, trial lesson, selection task as appropriate


	Head
	
	
	When stated in advert

	Offer -Record verbal offer (if made) as is legally binding.

Letter to follow including salary, etc


	Head
	
	
	Same day

	Reject letters


	Admin assistant
	
	
	

	Appointment forms, payroll notification, contract


	Bursar
	
	
	

	Induction process – see list


	Line manager
	
	See list
	ASAP


Use as checklist for each appointment or as master list for procedure.

Italic suggestions show how it could work

Resignation Vacancy


Exit Interview





Review Staffing Structure


(remodelling agenda)





Job Profile/Description





Person Specification





Advertisement





Forms & Contract


(see checklist)


Notify Payroll





Reject Letters





Offer





Interview/Trial lesson/


Other appointment task





Application Forms


and Information





Call up Letters


Unsuccessful Letters


References





Shortlisting








