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Education Personnel 
Services (EPS)
Education Personnel Services has been providing professional HR 
services to Oxfordshire maintained schools and academies since 
November 2015. Our history in Hampshire goes back further than that, 
where we have been supporting schools for over 25 years.

Our focus is to provide you with flexible and practical HR advice, with a range 
of options that empower you to manage the issue that you have.  We regularly 
seek feedback to ensure we can continuously improve our service, working 
with the Oxfordshire's Department for Children, Education and Families and 
the HR Business Partner, Vaishali Baxi-Varma.

EPS’ Service to OCC schools

There are four key elements to the service you receive from EPS as a 
maintained school;

• Access to our Helpdesk, 5 days a week between 9am and 5pm  
(4.30pm on Fridays). Our Helpdesk is delivered by our team of 
caseworkers, so that you have access to experienced professional advice 
when you need it. During Covid-19 restrictions, contact our Helpdesk 
on eps.consultants@hants.gov.uk. Normally our helpdesk can also be 
contacted on 023 8038 3500.  

• Dedicated support from a named caseworker, where you need it. Your 
caseworker will understand the context of your school and provide you 
with a range of options to manage the issue that you have. In serious 
cases, EPS will need to engage with OCC in advising you how to move 
things forward

• Education Jobs – unlimited free standard advertising on the OCC 
Education Jobs website. For further information on advertising options, 
see https://www.hants.gov.uk/jobs/education-jobs-occ

• Training - We deliver workshops for Headteachers/senior managers, 
covering Absence Management, Performance Management and Staff 
Restructuring within Schools.  These sessions have proved popular this 
year, but due to the Covid 19 situation we have had to postpone April and 
May’s sessions.

mailto:eps.consultants@hants.gov.uk
https://www.hants.gov.uk/jobs/education-jobs-occ
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Your Oxfordshire EPS Team

Where you need ongoing support to manage an issue, you will be allocated a caseworker from 
our dedicated Oxfordshire team who are based in Abbey House, Abingdon;

Sue Burton-Anstess - Casework Team Leader

Sue has over 25 years’ experience in HR with over 10 years with EPS and 
has managed the team of casework consultants who provide advice and 
support to customers in Oxfordshire schools over the last 4 years.  Sue is a 
Chartered member of the CIPD with experience of carrying out a wide range 
of HR functions including Training and advising the senior leadership team 
on all aspect of employment legislation and related issues. 

Isabel Cherrett - HR Adviser

In February 2018, Isabel joined the HR Business Support Team as a 
HR Assistant, producing Headlines and supporting with Education Jobs 
and Headteacher Recruitment. In October 2019, Isabel started in the 
Oxfordshire Casework Team providing advice to Schools via Helpdesk 
and supporting Senior Leaders in dealing with casework. This year, 
Isabel completed her CIPD Intermediate Diploma in Human Resource 
Management and received an Award from Solent University for Apprentice 
of the Year. 

Caroline Lawes - Senior HR Adviser

Caroline joined Education Personnel Services in February 2018, and has 
been working in HR for the past seven years. Caroline has worked in both 
public and private sectors covering generalist HR beginning her career in 
recruitment working through training and development of management, 
induction planning and delivery, policy development, negotiation, ER 
casework, and the employee lifecycle. Caroline has an English Literature BA 
Hons degree and is an associate member of the CIPD in Human Resources 
Management.

Toni Briggs  Senior HR Adviser

Toni joined EPS in September 2015. Prior to this Toni worked in Human 
Resources within FE and HE in Oxfordshire for 8 years.  Her role included 
providing support to line managers, carrying out investigations and 
providing advice on employment law legislation, conditions of service, HR 
policies and best practice.  Toni gained her CIPD specialising in Employment 
Law in 2013. Before working in Employment Law, Toni worked in Behaviour 
Management and as a Cover Teacher in Secondary Schools in Oxfordshire.
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Sarah Beckford - Senior HR Adviser

Sarah has been in a generalist HR position since 2007, and beforehand worked 
as a trainer for many years. Sarah joined EPS in November 2019, having 
worked in manufacturing, and most recently for a Nationwide Veterinary 
organisation, giving advise to Managers and Employees on all aspects of 
employee relations.  Since joining EPS she has already carried out a wide 
variety of casework including school restructures and TUPE cases.

Contact Us

If you need advice and support, please contact us on  
eps.consultants@hants.gov.uk.  
At the time of writing, our Helpdesk telephone number is not operating, 
however when working restrictions are lifted, our Helpdesk can be contacted 
on 023 80 383500. 

We look forward to working with you 
Sue Burton-Anstess 
Team Leader – OCC EPS Team. 

EDUCATION PERSONNEL SERVICES

mailto:eps.consultants@hants.gov.uk
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EPS and OCC Schools 
working together 
through Performance 
Frameworks
In accordance with best practice, EPS has been working with OCC to draw up a range 
of performance measures to enable us to work with you and ensure employee cases 
are managed at pace, as far as possible. We intend to add key milestones and dates 
achieved to our new casework management system to allow us to better understand 
issues and trends.  

We have started by concentrating on the four main formal policy areas that schools deal with 
on a regular basis and where there is the greatest need to support you to minimise risk and 
manage pace. The four Performance Standards Frameworks we have developed are: 

1. Gross misconduct  

2. Formal grievances 

3. Capability (formal stages)  

4. Sickness management (stages two and three)  

To support this activity, we have mapped out casework actions, from end-to-end, identifying 
who is responsible for undertaking the action (school or EPS) and the timescale by which 
the action should have been completed, based on the policy. Some cases will be completed 
quicker than the timescales identified. Many cases will be achievable in the timescale mapped 
out. In more complex cases or where matters occur which are outside our power to control, 
e.g. police involvement, some timescales will not be achieved. 

If it is identified that timescales may not be achieved, we will engage with you to discuss how 
we may work together to explore how any delays could be unblocked. Within the frameworks, 
we have used the language of the Senior Responsible Officer (who would normally be the 
headteacher) who is responsible for ensuring the case is being managed, at pace, by the 
relevant manager / Investigating Officer. Your EPS caseworker will engage with you, as 
necessary and in good time, to flag up any potential delays, so that every effort is made to 
unblock these. 
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Caseworkers will be discussing/sharing the proposed timescales with the 
manager/Investigating Officer so that each party can do their best to achieve 
each timescale. The intent behind these frameworks is to:  

• provide explicit clarity of roles and responsibilities in key areas  

• explain our quality assurance mechanisms  

• explain each stage of the process, the owner and anticipated timescales  

• support you to ensure there are no unnecessary delays in the 
management of the case, to the benefit of all parties involved.  

We have been using these as casework arises since February half term.  
We intend to monitor these new arrangements carefully over the next few 
months and will make adjustments, if necessary 

EDUCATION PERSONNEL SERVICES

Virtual Recruitment
The summer term is always busy for 
schools who are looking to recruit 
new teachers and support staff for the 
Autumn term. This has now become 
more challenging with COVID 19.  Until 
face to face interviews can be held 
again there are ways schools can 
continue with this process by holding 
virtual interviews. Additional planning 
is key and here are some tips and 
information that may help to support 
you with this process!

THE INTERVIEW PANEL

The principles of the interview panel remain the same even with a virtual 
process in that it should consist of 2 individuals and at least one member has 
been appropriately trained in safer recruitment.  

PLANNING VIRTUAL ‘INTERVIEWS’ 

It can be difficult to establish a personal connection over a video connection. 
This is often made worse when the candidate is nervous or unfamiliar with the 
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process. It is therefore really important for members of the interview panel to keep in mind 
that the normal rapport, which occurs in a face to face interview, may just take a little more 
time to establish – you may also want to consider the following:

• Confirm the web-based format to be used i.e. Microsoft Teams, Zoom, Skype so that there 
are options available for candidates;

• Arrange an interview time where it will be quiet and free from distractions; 

• Confirm structure of the interview, who will be attending and what activities/presentations 
they may have to prepare;

• The day before the interview contact the candidates to confirm arrangements for the 
online

 interview, the agreed time and test the web-based technology connections you will use  -  

Remember those who are not ‘tech’ savvy may need a little more guidance and information;

• Make sure the room/background you use is still inviting and well-lit;

• Use a positive space that will give a good representation of the school;

• If the candidate does not have access to a computer or the web-based technology you 
can still hold a telephone interview which is also a good alternative.

OBSERVATIONS/TASKS

Interview activities can still be set for candidates prior to the virtual interview or time can be 
allocated during the interview where candidates can be asked to complete them, For example 
you may ask candidates to do a presentation on a particular theme or emailed a task you want 
them to complete prior to the interview then go through them during the interview. Whatever 
you decide to include during the interview process you need to make candidates aware of 
what will be required. 

Observing candidates delivering a lesson to the children is not going to be possible currently. 
Therefore our advice is that lesson observations should be arranged at the earliest opportunity 
so that any concerns can be picked up and CPD can be instantly arranged to support 
individuals – again it is important that you make successful candidates aware of these plans so 
that they are aware of this activity that will still need to take place.

REMEMBER - Protocols for virtual interviewing

 3 Normally just the idea of an interview can be stressful for applicants but the extra 
worry that comes with an online interview maybe an uncomfortable prospect. You 
may therefore want to use shorter questions at first to ease the candidate into the 
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interview. This will also give you an opportunity to see if there is any 
time delay in responses.

 3 All participants should check their connections in good time before the 
interview starts. Are sound and cameras working?

 3 All participants should be seated in a private room where they are 
not going to be interrupted and background noise is reduced to a 
minimum. 

 3 Everyone should maintain confidentiality just as they would in a face to 
face meeting. 

 3 It is good practice for the interview panel to meet virtually 10 
mins before the meeting is due to start. They can then review the 
process they are about to start and ensure they have all the relevant 
documentation. 

 3 The Headteacher should welcome each participant as they join and 
confirm that any reasonable adjustments that were raised in the earlier 
communication have been accommodated. 

 3 It is important to keep early conversations between the panel 
members to a minimum as there may be candidates connected.

 3 Once everyone had connected to the interview the Headteacher 
should do introductions and outline the format and protocols for 
asking and responding to questions.  The Headteacher/Business 
Manager should also manage the end of the interview process.   

 3 The Headteacher/Business Manager must ensure that the panel keeps 
all notes made during the interview process in order that the integrity 
of the process can be determined in the case of any challenge.

 3 It is important to remember that leaving remote meetings can take a 
couple of minutes for connections to clear.  So be completely confident 
that the candidates have left the virtual interview before any potential 
confidential conversations continue.

 3 It is also good to note that a candidate’s knowledge of online 
technology is not necessarily representative of their general technical 
ability to undertake the role they have applied for. 

EDUCATION PERSONNEL SERVICES
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Looking After  
Your Wellbeing
It has never been so important as it is now to look after both your physical and mental health 
and support your staff to do so. This can be, at times, very challenging when you are trying to 
manage working from home, looking after your children and being concerned about family 
members.  You are also providing support and care for the children of key workers in schools 
during this time and at the time of writing, planning for the return of priority groups.  
It can feel an anxious and tiring time and looking after yourself may not be high on your list of 
priorities. 

However it is important that you try to find a way to set some time aside each  day that helps 
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you to focus on your own wellbeing whether that is taking some daily exercise 
e.g. going for a run, walk, cycle or taking time to read a book, sit in your garden, 
listen to music. It does not have to be a huge undertaking or time consuming, 
you may not manage this everyday but it is important for you to try to make 
some time during the week - ‘time for you’.

We have pulled together some key resources that you may find useful to dip 
into that may help you and your staff plan ‘time for you’.   

Chartered College of Teachers – FREE messaging service to help teacher 
wellbeing 

The college invites teachers to sign up to the FREE TeachTogether service, 
designed to help support teachers through this critical period. With a 
maximum of one text message per week with stories from other teachers, 
evidence-based advice, and links to optional activities – all helping to support 
your wellbeing via www.chartered.college/teachtogether 

Our Frontline – support for key workers

Wellbeing support by text for key workers

Shout is the UK’s free 24/7 crisis text line. They provide a dedicated support 
service to help key and essential workers look after their own mental health 
and wellbeing. Simply text KEYWORKER to 85258 to talk by text with one of 
their trained crisis volunteers. The service is available any time and is free of 
charge on all major mobile networks more information is available via  
www.mentalhealthatwork.org.uk/resource/shouts-text-service-for-key-
workers

NHS - OneYou

The NHS site has lots of information on how you and your family can look after 
your wellbeing while having to stay at home and as we move into the next 
phases www.nhs.uk/oneyou/every-mind-matters/coronavirus-covid-19-
stayingat-home-tips/ 

EDUCATION PERSONNEL SERVICES

http://www.chartered.college/teachtogether
www.mentalhealthatwork.org.uk/resource/shouts-text-service-for-key-workers
www.mentalhealthatwork.org.uk/resource/shouts-text-service-for-key-workers
www.nhs.uk/oneyou/every-mind-matters/coronavirus-covid-19-stayingat-home-tips/http://
www.nhs.uk/oneyou/every-mind-matters/coronavirus-covid-19-stayingat-home-tips/http://
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Strategic  
Workforce Planning
As we start to see lockdown measures being eased and a phased reopening of schools 
being considered before the summer holidays, we are aware that school leaders are 
starting to think about workforce planning. 

We understand that for many schools it will be far too early to determine what the immediate 
future will look like or the financial impact of Covid-19 will have on their income generated 
budgets, community services and staffing requirement. We are happy to talk to schools 
regarding any concerns they might have now or when a clearer picture starts to emerge of the 
needs in the future. 

This is usually the time when schools set budgets for the forthcoming year having completed 
year end submissions, received confirmation of their budget share and the number of pupil 
places from the general admission round.  As school budgets are under increasing pressure, 
we are aware that more schools are either in or are now predicting a deficit budget.  

Due to the current Covid-19 pandemic, many restructures have been paused and new 
restructures have not commenced.   However, schools should still be strategically about their  
workforce and what is needed going forward in the longer term. Here are a few areas to 
consider. 

 – Identify the scale of savings required and/or what else the school is trying to achieve 
through a restructure process. Are the school improvement priorities still the same or 
have they changed since you last reviewed your staff structure?  Not all restructures 
are about financial efficiency – they may be based on the efficient and effective 
distribution of roles and responsibilities.

 – Does the current school staffing structure, including the senior leadership portfolios, 
TLR structure and are upper pay range expectations align to and support the school’s 
improvement priorities?  If not, what needs to change? Would a new structure support 
more effective strategic integration of performance management?   

 – Have you undertaken a recent benchmarking exercise using the DfE benchmarking 
tool or the EFS Hampshire Comparison tool?  Do the statistics highlight any obvious 
anomalies in your staffing structure and costs?

 – Most staffing structures evolve organically over time, particularly leadership structures 
and support staff structures, or are inherited from previous leaders.  Is your current 
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staffing structure the most effective model from both a financial and 
non-financial perspective? 

 – If you were to start again with a blank sheet of paper, what roles would 
be essential for the school to function efficiently from a teaching and 
support staff perspective?   i.e. what would be  your school’s actual 
requirements including; 

Teaching staff

 – Cover arrangements (for PPA, sickness, CPD)

 – Effective pupil/ teacher ratios, 

 – Leadership models & structure, accountability, portfolios, teaching 
commitment

 – Departmental/ subject leadership and UPR expectations

 – Timetables and identify if there are any gaps that could be reduced 

 – Pastoral models

 – SEND provision and SENDCo arrangements

 – Support staff

 – Education Support, pastoral support, site, admin/finance, IT, 
technicians

 – Identify key functions and task and most appropriately matched role 
profiles and grades

 – Identify peaks and flows of demand and volume of work

 – Review current contractual arrangements of staff to gain a clear picture 
of temporary/permanent staff, patterns of work and hours available 
and for support staff, number of paid weeks.  Review the deployment 
of the staff resource, does it meet the demand through the week? 
Too much or too little at any one time? Could you deploy the resource 
more effectively?

 – How effective are your administration and finance processes?  Is there 
any scope to improve, digitalise or streamline activity that might free 
up staff time and resources? How do you know that staff are deployed 
on critical activity?  Are there any gaps or areas of activity not currently 
being prioritised that you see as a future priority?   
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 – It is often human nature for individuals to operate within their comfort zones and/or 
to take on more than is required - revisit role profiles and compare similar role profiles 
on different grades to make sure they are still relevant, fit for purpose and provide 
value for money. Review the grade distribution across functions and identify any 
anomalies.   Remember to focus on what it is you want and need from the role and not 
the individual’s skills and abilities as this is the basis of your requirement for them and 
the role profile used and therefore grade attached.

 – What is the culture within the school, among pupils, among staff are there any 
subcultures? Does this create any barriers to change? Does it highlight a need to 
ensure change? 

 – Has the pandemic highlighted any changes to ways of working that you would want to 
keep? Have you discussed this staff and governors?   Do you plan to?  

 – Plan for change, dedicate clear uninterrupted time on a regular basis to the process 
and don’t underestimate the amount of time it will take in the preparation stage.  
Identify who within the leadership team can help and how might the work be allocated 
or how it might be phased.   You should also ensure you use Headteacher colleagues 
and other LA officers and where you wish to include governors, limit this to a single 
governor, normally the Chair of Governors, to avoid tainting the wider governing body 
when it comes to presenting your restructure for approval.

If you know how you want to restructure and want to engage with a caseworker to implement 
your restructure, make contact with the EPS helpdesk via eps.consultants@hants.gov.uk (or 
02380 383500 when we are physically back in our office). 

EDUCATION PERSONNEL SERVICES

Safeguarding
Keeping Children Safe in Education consultation for 2020

The DfE is consulting on changes to Keeping Children Safe in Education, proposed for 
September 2020.  Due to the Coronavirus situation, the consultation was postponed.   
At the time of writing, it is not known when this will reopen.

The 2020 draft document contains mainly clarifications and some subtle differences to 
wording, but no major policy changes. 

EDUCATION PERSONNEL SERVICES
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A New Disclosure 
And Barring Service 
(DBS) System Is On 
Its Way!
Hampshire County Council has recently procured a new DBS system 
called EmploymentCheck. 

 The new system will replace the existing DBS e-bulk system, which will be 
decommissioned following a successful cutover between the two systems. 

 The new system is intuitive and easy to use and offers a range of features that 
will significantly improve the entire DBS application process.

EmploymentCheck - key system features:

• Tablet and mobile friendly – EmploymentCheck is accessible on android, 
Apple and all major website browsers.

• Improved integration so that staff records remain accurate and up to 
date.

• Improved reporting suite. 

• Capability for applicants to save, leave and return to their form.

• Enhanced field validation to assist applicants with data accuracy.

• Review page for applicants to double check their application.

Access to this new system is to be granted to individuals through log on 
credentials unique to them. IBC have emailed Headteachers with a list of users 
who will be granted access to the new system.  

IBC are aiming to launch the new system in June however, given the current 
conditions, there is a possibility that this may need to move to July. The 
current DBS e-bulk system will continue to run until the go live date of 
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EmploymentCheck and applications already in progress will continue in DBS e-bulk until 
completion. Any new applications initiated in DBS e-bulk whilst the new system is live will be 
deleted, and you will be asked to re-initiate the application in EmploymentCheck.  

SAP Developments: 
Improving The Way 
We Record Statutory 
Employment Checks!
Alongside the DBS e-bulk replacement, improvements will be made to the way in which the 
system records statutory employment checks in SAP. These improvements include:

• Improving the way in which we record DBS and Professional Registration check 
requirements on a position, ensuring all data required is captured.

• Providing those with HR access the ability to record the outcome of a DBS Update Service 
and Professional Registration check on an employee’s personnel record.

• Improving the integration between the new DBS system and SAP so that any completed 
DBS checks are successfully updated on the employee’s personnel record. 

• Generating notifications to Headteachers when a statutory employment check is due to/
has expired.

EDUCATION PERSONNEL SERVICES

EDUCATION PERSONNEL SERVICES
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Pay During Statutory 
Holiday Periods
The Employment Rights Act 1996 Order 2018 came into effect in April 
2020 changing the method for calculating a week’s pay during statutory 
leave periods. The statutory method for calculating a week’s pay will 
change from an average of 12 weeks, to an average of 52 weeks and 
the Order requires that claims and allowances that are made on an ‘as 
worked’ basis (e.g. overtime and sleep-in payments) accrue annual leave. 

Employees are entitled to holiday pay so that they are financially no worse off 
because of taking a period of annual leave.  

The requirement to ensure employees are no worse off during annual leave 
applies to the EU statutory minimum leave entitlement, which is 20 days.   
It does not apply to their contractual leave entitlement.  

A solution has been implemented so that IBC self-service will calculate and pay 
employees an element of holiday pay each time that they submit a relevant 
claim.  Relevant claims will include all those allowances that can be claimed on 
an occasional or regular ‘as worked’ basis (e.g. overtime and sleep-in). 

For support staff, any relevant claims will have an additional Holiday Pay 
Payment of 7.67% to comply with the new legislation. For teachers, any 
relevant claims will have an additional Holiday Pay Payment of 10.2% to comply 
with the new legislation.

It doesn’t affect teachers or support staff who work on a casual basis. 

Any allowance that is paid on an ongoing basis regardless of whether the 
individual is on holiday or not (e.g. Teaching and Learning Responsibility 
payment) will be out of scope of the holiday pay calculation. 

Each time an employee submits a relevant claim for overtime, on call and 
sleep-in through Employee Self-Service in IBC, a holiday pay calculation will be 
carried out and an element of holiday pay will be paid in that month’s payroll 
i.e. holiday pay will be paid in the month that the relevant claim is paid, rather 
than at the time that the employee takes their annual leave.  This will apply 
to all relevant claims earnt on or after 1 April 2020. Overall, this will affect 
relatively few school employees but will be visible as an additional line on 
payslips where such a payment is made. 

EDUCATION PERSONNEL SERVICES
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The Good Work Plan 
The Schools’ Network Briefings, held across the county, included information about the 
Good Work Plan.

This is a report issued by central government which introduces changes to employment 
legislation from spring 2020.

What are the key changes?

• Contracts must be issued to new employees on day one of employment. This is because 
all workers will have the right to know all the terms, conditions and arrangements affecting 
their employment before they start work

• Contracts are dispatched within five working days from submission of the ‘New Starter’ 
form in IBC self-service (unless further information required)

• Notification of contract production is sent to your school's generic email address, ending 
in oxon.sch.uk

• The contracts themselves are uploaded to the employee’s employee personnel file (ePF). 
If there are any discrepancies with the documentation that has been produced raise an 
IBC enquiry, selecting the following:

1) type: My team and structure

2) sub-type: Contract of employment

3) enquiry: Content enquiry

• The continuous service gap for employees increases to four weeks making it easier for 
staff to qualify for more employment rights

• Changes came into effect on 1 April 2020

These changes may be a challenge for some schools at certain times of year, when it’s difficult 
to complete the paperwork before the first day of employment, or you have a large volume of 
new starters to process at the beginning of a term or academic year.

Employers which fail to meet this requirement from 1 April 2020 will be breaking the law, so 
it is important that you plan your recruitment processes carefully in advance to allow enough 
time for all paperwork to be completed.

When you’re ready to appoint a new starter, the IBC will produce the contract (statement 
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of particulars) and send this back to the school within five working days of 
receiving it (subject to the IBC having been sent full and correct information on 
the form).

The changes apply to all workers, not just employees. This means that casual 
workers will be entitled to be provided with equivalent, relevant written 
information before their first casual work assignment begins. Casual workers 
will continue to be workers, not employees, but will need to be given more 
detailed written information. 

You can read the full Good Work Plan here:  
https://www.gov.uk/government/publications/good-work-plan  

EDUCATION PERSONNEL SERVICES

 

Contacting IBC  
Self-Service 
New arrangements in place for contacting IBC self-service.

Due to coronavirus (Covid-19), the Customer Contact Centre telephone line 
has been replaced with the webchat service and enquiry form.

The teams who usually deal with telephone enquiries have been redeployed to 
maintain levels of service.

See https://extra.hants.gov.uk/employee/contactus for more detials 

Hampshire has a minimum number of staff on-site to deliver business-
critical activities associated with receiving, producing and dispatching physical 
documents such as cheques, supplier invoices, customer invoices and key HR 
documents. This will be continually monitored and schools will be updated 
about any changes to services.

A recorded message has been placed on all telephone lines explaining the new 
arrangements and directing people to other forms of contact.

Employees can still contact an advisor for urgent enquiries because the 
webchat service has been expanded and can be used through the ‘contact us’ 
page. 

https://www.gov.uk/government/publications/good-work-plan
https://extra.hants.gov.uk/employee/contactus
https://extra.hants.gov.uk/employee/contactus
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Education Personnel Services

EPS continues to operate normal advice and casework support services, although with 
immediate effect this will be through eps.consultants@hants.gov.uk.

If you need to speak to an adviser, please email the team and give them a telephone number 
to contact you on, then an adviser will call you back.

Education Financial Services

If you need advice or support from EFS, continue to contact your nominated EFS finance 
adviser via email. Information and guidance is available on the EFS website.

If you don’t know the contact details of your EFS finance adviser, email  
efs.help@hants.gov.uk

 

Changes To  
‘Enter Time Worked’
In IBC self-service ‘Enter time worked’, the codes for staff claiming additional hours have 
changed. The lists are now more concise which makes time entry simpler and reduces the 
number of errors. You can also now enter claims for up to six months in arrears.

For help with making claims please see here:  
https://extra.hants.gov.uk/employee/entertimeworked
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Keep Things Moving
During the current COVID-19 pandemic it is important to keep approvals 
moving so payments can be made.

There are two key things you can do to help ensure this happens:

• Keep up to date with items in your IBC self-service workflow

• Ensure you have substitutes set up in case you have a period of absence

Workflow items

These can be found in your IBC self-service in box. Check these daily in order 
to keep them up to date.

Substitutions

Substitutions allow work items to be delegated during an absence ensuring 
requests can continue to be approved or processed. Please see 
https://extra.hants.gov.uk/employee/managesubstitutions

When you return to work following a planned absence you will need to turn off 
the substitution, so tasks stop going to your substitute. To do this you will need 
to select ‘Turn Off’ against the relevant substitute. The ‘end date of substitution’ 
will not turn off the substitution automatically. Read the guidance for more 
details. 

• Codes to use for casual claims - which have changed

• Reminder about workflow and setting up substitutions – even more 
important that inboxes are cleared in current circumstances to keep 
things moving

EDUCATION PERSONNEL SERVICES
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Don’t Delay  
Notifying Payroll
Delays in notifying payroll about changes are leading to staff not receiving their correct pay and 
sometimes getting over-paid. 

It’s important you notify the IBC promptly when your school has:

• New staff joining (including casual workers)

• Staff leaving

• Changes in contracts which have an impact on pay.

It’s also important to enter absence in the system as this triggers half and nil pay – late entry in 
the system can result in over payments.

Important leave and start dates

When staff leave at the end of term, it’s important you use the correct end date, particularly at 
the end of the spring term where there’s a ‘notional’ date.

• Leaving dates - use for teachers and support staff who work into the last week of term.

 – Summer term: will always be 31 August

 – Autumn term: will always be 31 December

 – Spring term: the leaving date will be the last day of the Easter holidays – and this will be 
a Sunday if the next term (including any INSET days) starts on a Monday.   

• Start dates - use for teachers and support staff who commence employment during the 
first week of the school term (part-time staff will also start on this date).

 – Summer term: will always be 1 September

 – Autumn term: will always be 1 January

 – Spring term: the start date will always be the first day after the Easter holidays.  
EDUCATION PERSONNEL SERVICES
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