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Template for School / Education Establishment Personnel File
Example list of documentation that would normally be found in sections of a Personnel file














Application / Interview papers / References / Medical Clearance / Conditional Offer + enclosures / Acceptance / Post-offer health reference





Pre-Employment





Contract + enclosures / Job Description/role profile / Signed acceptance / Pre-employment checks / Casual Worker Assignment letter / Qualification certificates





Training





Interim and Annual Reviews / Observation records / IPP Reviews





Safer Recruitment / Child Protection / Wellbeing / Worklife Balance





Performance Management





Completed Induction Programme





Induction





Offer





Appropriate Body details / Induction Co-ordinator name / Induction Tutor name / NQT Manager access provision





NQT





Pay





Annual Pay Statements – teachers / Salary variations – details / Travel Claims





Contract Changes





Variation to Contract - revised Statement of Particulars or Contract / Letter of variation / new Job Description or Role Profile





Safeguarding Issues





All paperwork  NB: where allegation is proven to be malicious, only letter to employee should be kept on file





Details of issues raised, process for resolution and outcome





Wellbeing





Employee Relations





All paperwork for Disciplinary / Grievance / Capability / Absence – short and long term / Ill-health / School Restructure or Reduction /Redundancy / Redeployment





Accidents and Near Misses / Accident Reports / Risk Assessments





Health & Safety





Withdrawal of Offer – all paperwork / Retirement – notification letter + all paperwork / Resignation – notification letter + all paperwork / Termination – all paperwork / Completed Exit Interview form / File Retention protocol to be followed





Contract Ending





All paperwork – Maternity / Paternity / Adoption / Flexible Working Request / Flexible Retirement Request





Family Friendly
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