SIR JOHN HUNT COMMUNITY SPORTS COLLEGE

Title:				HR Lead
Post Grading:			Grade E/F (Dependant on qualification level)
Annual Hours:			1000 
Weekly Hours:			25 
Working Hours:	9.00am – 2.30pm (Monday to Friday) (30 mins lunch)
Weeks per year:		40 
Additional Hours:	50 hours to be worked outside of term time. 
Line Manager:			Data and Systems Manager
Accountable to:		Regional HR Partner
Postholder:			


The main purpose of this post is to provide effective and efficient HR Leadership to the College.

This document outlines the duties required of the postholder for the time being, to indicate a level of commitment and responsibilities expected.    It is not a comprehensive or exclusive list, and from time to time duties may be varied, which do not change the level of responsibility or general character of the job.

Key Tasks:

HR

1. Lead on the management of all HR, employment and employee matters for the school

2. Advise line managers on policy implementation

3. Coach and support line managers to develop their people management skills across a range of HR activities

4. Lead on ensuring data retention of staff and candidate data is kept in line with policy and GDPR. 

5. Understand the multiple variations of terms and conditions of staff driven by TUPE and ensure compliance

6. To be responsible for the coordination and production of letters of appointments and contracts to all employees including carrying out relevant employment vetting checks, to include:

a. DBS 
b. medical clearance
c. right to work
d. qualifications 
e. references

7. Lead on holding and keeping the schools SCR up to date and in line with national guidance and Ofsted requirements

8. Meet with Ofsted inspectors during inspections and be accountable to them and the Headteacher for ensuring the school continues to have an accurate SCR

9. To be responsible for implementing the induction process for all new staff, governors and visitors; this includes organising vetting checks, arranging IT logins, issuing ID badges.

10. To be responsible for organising probationary review meetings for all staff and 5-year service letters for all support staff.

11. To ensure that all staff personnel details are included in individual secure personnel files and the school’s HR portal is fully maintained. This includes compiling the Workforce Census.
12. Oversee and manage staff attendance procedures, to include,

a. Issuing sickness certificates and leave of absence forms.
b. Logging all absences in staff personnel files and notifying payroll.
c. Compile statistical absence reports.
d. Ensure there is a consistent and regular line of communication with all absent colleagues.
e. Process Occupational Health referrals, monitor progress and arrange Independent Medical Assessments (IMA) if necessary. 
f. Organise sickness review and return to work meetings where applicable.

13. Monitor and record annual leave and holiday working for all support staff.

14. Coordinate and liaise with the appropriate member of SLT to ensure the successful induction of Early Careers Teachers (ECT).

15. To be responsible for processing statistical information from school’s database system/s for personnel matters, such as payroll and staff details as requested by the Greenshaw Learning Trust. 

Employee Relations

16. Attend meetings in an advisory capacity, supporting the meeting chair.

17. Maintain comprehensive records in line with policy and legislation to ensure the Trust is able to defend its position at an Employment Tribunal if necessary

18. Establish and maintain excellent working relationships with agreed Trade Union representatives within the school

19. Ensure effective absence management and occupational health procedures are in place, support line managers in absence management and promoting staff wellbeing

20. Good knowledge of relevant employment law

21. Actively contribute to organisational change efforts such as restructuring, redundancy and TUPE in conjunction with Regional HR Managers

Recruitment

22. Manage the recruitment process for internal and external recruitment liaising with SLT to develop job descriptions and person specifications to meet School and legislative requirements

23. Manage and maintain relationships with recruitment agencies for the provision of temporary and supply staff where needed

24. Ensure all aspects of Safer Recruitment are adhered to with structured systems in place to record appropriately

25. To manage the administration relating to recruitment, to include:
a. Advertisements
b. co-ordinating applications
c. short-listing procedures
d. interview arrangements
e. safer recruitment matters
f. vetting and barring checks
g. reference requests
h. be the first point of contact for all prospective candidates

26. To undertake any other similar duties as reasonably directed by the Headteacher.
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Payroll

27. To be responsible for the management of payroll and pensions for the School’s directly employed staff.

28. Ensure that all staff (permanent, temporary and casual) are paid in accordance with their agreed pay and conditions

29. Prepare monthly returns including:
a. contract changes
b. additional hours (overtime & additional payments)
c. new starters and leavers
d. sickness deductions
e. maternity and paternity pay
f. deductions for salary sacrifice schemes
g. changes in personal details
h. salary sacrifice deductions
i. Checking the salary report for accuracy and correcting where necessary liaising with staff on salary changes. 
j. Reconcile the monthly payroll figures and ensure payments are allocated to correct budgets.
k. Support the Finance Analyst to maintain accurate staffing salary budgets.
l. Submit relevant data to the TPS/LGPS in accordance with the Service Level Agreement with the school and the Greenshaw Learning Trust.

30. Administer the annual pay review process for both teaching and support staff

Staff Training

31. Coordinate the performance management process for support and teaching staff to ensure that meetings and relevant supporting paperwork are completed within the appraisal timescale.
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32. Coordinate staff training needs following the appraisal cycle for all staff and maintain the staff training records to include all training on a regular basis.

33. Be responsible for ensuring that all staff have completed the Educare training modules relevant to their role, as defined by the Greenshaw Learning Trust.

Safeguarding 

34. Be keenly aware of the responsibility for safeguarding children and to help in the application of the Safeguarding Policy within the School. 

35. Comply with the School’s Safeguarding Policy in order to ensure the welfare of children 	and young persons. 

Other responsibilities

36. Line manage HR Admin staff within the school, undertaking all duties inherent in this including appraisals, managing and recording annual leave, sickness, and performance.

37. Undertake projects as assigned by the Headteacher and/or Regional HR Manager ensuring agreed outcomes are delivered in a timely manner

38. This job description is not exhaustive and serves only to highlight the main requirements of the post holder.

39. The line manager/Headteacher may stipulate other reasonable requirements.

This job description will be reviewed regularly and may be subject to change.
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