	Service Specification
for the contract let to (name of supplier)
 to supply HR Advisory Services for
the Dominic Barberi Multi Academy 

	
Context: The contract is to supply HR Advice and Consultancy  and a Payroll  Service to the Dominic Barberi Multi Academy Company. We are seeking a company with expertise in the management of HR and Pay Roll systems in an education context. Due to the level of detail required, the specifications will be separated for each element.

Summary details: 
The successful bidder will supply:
· Named HR advisor and named management contact for each school and central team
· Proforma HR policies
· Provision of an online library of template documents to support implementation of policies
· Jobs advertising on own website or suitable alternative.
· Updates on changes to employment legislation and HR best practice
· General advice via E-mail advice helpline during normal office hours
· Expert advice and support for complex case work including grievance, disciplinary, absence management, performance management, tribunals. To utilise either Catholic Education Service policies or, where these are not available DBMAC policies.
· Preparation of contracts in accordance with the Catholic Education Service (CES) proforma.
· Supporting managers in high level case work with serious investigations including grievance, disciplinary, absence management, performance management, tribunals and appeal.
· Support to undertake high level restructures, working with managers and unions.
· Support with “Managing the stages of absence” management letters.

Legal Requirements: Inland Revenue, GDPR, LGPS, Employment Law

Contract Outputs: 

· Helpline available for schools. 5 days a week, 52 weeks per year, from 9-5 Monday-Thursday and 9-4.30pm on Fridays. The help desk will respond to out of hours queries (by email or phone) within one working day
· Advice provided to HR manager/principals/named contacts on request.
· Library of documents maintained and updated.
· Attendance by an HR advisor at complex meetings.

Contract Outcomes: 

· Complex cases and restructures are resolved to satisfaction of the DBMAC, minimising risk.
· The DBMAC is satisfied with the quality of advice and support it receives.

Performance Measures: 

· Basic helpline queries resolved in 2 working days.
· Complex helpline queries resolved in 5 working days.
· Absence management stages are followed according to DBMAC deadlines.
· All case work/restructure guidance completed to agreed timescales.
· Following procedures as laid out in Appendix 1
Feedback on contract: 

Quarterly meetings.
Regular contact with named employee.
Clear escalation process for issues not resolved at local level.
Employee surveys
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Appendix 1 Detailed Service Specification

Advice
Telephone advice to be provided by named HR and management contacts,
with a named lead HR Adviser allocated to the DBMAC.

Email advice on general Human Resources matters.

Email “Advice Notes” including advice on national changes, model
policies/procedures and other HR matters.

Termly update meetings at various locations which will provide updates on
education and employment law changes, practical advice and guidance on
current HR issues for School Leaders and Business/Admin Managers.

Access to live and archived Webinars on a range of HR topics as a training
resource for School Leaders.

Access to a bank of up to date model policies, procedural documents and
other advice.
Recruitment and Contractual Change
Advice on contractual and legislative issues affecting all stages of the
recruitment process.

Advice on job descriptions and job evaluation of new roles.

Processing of new starters, leavers and variations to contracts ensuring
contracts are issued in line with the DBMAC’s pay and grading structure,
statutory and contractual requirements.

Issuing of Statements of Main Terms of Employment (contracts).
Access to online Disclosure and Barring Service (DBS) portal to facilitate DBS
checks.

Advice and support to the Governing Body on Headteacher/Principal
recruitment.

3. Pay and Terms and Conditions of Employment

Advice and interpretation on nationally and locally agreed terms and
conditions and pay for both Support Staff and Teachers.

Advice on the content and application of the pay policy, the process for pay
decisions and the production of salary statements.

Attendance at appeal hearing to advise the Governors’ panel.

Updates on relevant changes to Teachers Pay and Conditions, the Burgundy
Book, the Green Book, etc.

Advice and model letters on maternity/paternity/adoption leave and pay
entitlements.

Advice on all conditions that are outlined within employee contracts.
Discipline and Grievance
Advice on the use of the discipline and grievance policy.

Provision of model letters for each stage of the process.

Advice on conducting the investigation and where necessary on suspension.

Attendance at formal hearings to advise the Headteacher/Principal or a panel
of governors.
Attendance at appeal hearings to advise the appeal panel.
Capability
Advice on the use of the capability policy.

Provision of model letters for each stage of the process.

Advice and support on managing performance through informal and formal
stages of capability procedures.

Attendance at formal hearings to advise the Headteacher/Principal or a panel
of governors.

Attendance at appeal hearings to advise the appeal panel.
Sickness Absence
Advice on the application of the sickness absence management policy.

Assistance with the preparation of occupational health referrals and advice
on reports.

Advice regarding the management reports given by occupational health and
support through possible adjustments needed and, where appropriate, ill
health retirement.

Attendance at formal hearings to advise the Headteacher/Principal or a panel
of governors.

Attendance at appeal hearings to advise the appeal panel.


Redundancy and Organisational Change

Advice and support on managing staffing changes including re-design of job
roles and redundancy.

Advice and support on the formal stages of redundancy procedures, including
model letters, consultation requirements, redundancy payments, etc.

Advice and support relating to reorganisations and out sourcing including,
where appropriate, Transfer of Undertakings (Protection of Employment)
(TUPE) advice.

Attendance at formal hearings to advise the Headteacher/Principal or a panel
of governors.

Attendance at appeal hearings to advise the appeal panel.
Appraisal
Advice and guidance on the operation of the appraisal process.

Advice on informal support where there are performance concerns and on
transition to formal capability.
Mutual Termination of Employment
Support for negotiation of Settlement Agreements.
Preparation of Settlement Agreements.
Further Advice
The following advice will be sought as and when necessary:
· Avoiding discrimination (Equalities Act provisions including disability, sex and racial discrimination)
· Part time working requests
· Leave of absence arrangements
· Data Protection Act requests
· Industrial Action - how to respond, when and how to deduct pay etc.
· Trade union recognition, consultation and trade union facilities time
Governance
Advice on the role of Board and LAC members as employers.
Training opportunities for Governors and Senior Managers on HR
management. 

HR Casework Management
If the opportunities afforded by the Termly Updates or on-going casework
does not allow for effective management of casework and advice there is an
entitlement to three onsite meetings between the named contact and the
Headteacher/Principal.









