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SWANSEA COUNCIL  
CYNGOR ABERTAWE 

 
SERVICE LEVEL AGREEMENT 

 
HUMAN RESOURCE AND ORGANISATIONAL DEVEOPMENT SERVICES 

 
PRIMARY, SECONDARY AND SPECIAL PHASE SCHOOLS 

 
 

1. Name of Service 
 

HR and Service Centre 
 

2. Name of Service Manager 
 
Rachael Davies 
Head of HR and Service Centre 
Rachael.Davies@swansea.gov.uk  
 

3. Service Hours and Response Time 
 
As a general principle the service provides support 
08:30-17:00 Monday to Thursday 
08:30-16:30 Friday 
 
Contact: 
Email: HRandOD@swansea.gov.uk 
Tel: 01792 636067 
 
Phonecalls and emails will be responded to within a maximum of 3 days 
 

4. Summary of Services Provided 
 

To provide a comprehensive range of professional Human Resources strategic support 
to Schools, including advice and guidance on all employee relations matters, 
employment legislation and conditions of service.  To provide Schools with HR policies, 
providing support and advice on these policies, which include relevant related 
documentation.  To provide training to Headteachers, Deputy Headteachers, Senior 
Leadership Team and Governors on HR Policies including recruitment. 

 
5. Allocation and Charging Methods 

 
The funding is delegated on the basis of equal amounts to each school in the sector. 
The amount charged is the same as the amount delegated to each school. 

 
6. Conditions of Service 

 

Issued: April 2023 
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The HR and OD team will provide advice, guidance and support on National and Local 
Conditions of Service for teachers, the School teachers’ pay and conditions document 
and Welsh Government Agreement on Pay and Conditions of Service for support staff. 
 

7. Employee Relations  
 

The HR and OD team will provide a responsive and enabling service to assist schools 
in managing employee relations issues.  Where possible issues may be resolved 
informally or by using early stages of appropriate policies and procedures, HR advice 
and support may be given by telephone, virtual meeting or in person, as appropriate. 
 
For more complex/contentious matter, the team will be available to support in drafting 
decision statements of cases for governing body panels and assist in the presentation 
of cases for disciplinary hearings to governors, as required.  The team can offer advice 
and support in the following areas: 
 
a) Redundancy – Compulsory/Voluntary 

Including procedures for dealing with redundancy, consultation, selection, 
compensation and redeployment.  Attendance at all relevant governing body 
meetings and advice and support throughout redundancy process (where 
attendance is a statutory requirement these costs will not form part of the SLA). 
 

b) Disciplinary, Dismissal and Conduct issues 
Production and consultation of policy and working documents, including all 
appropriate letters and report templates.  HR provide advice, guidance and support 
throughout the full investigation process as appropriate.  Assisting in the 
presentation of cases to the Headteacher/Panels of governors, as required.  Advice 
on the suspension of staff and attend suspension meetings where necessary.  
Dealing with trade union and professional associations.  Attendance at 
Headteacher Disciplinary Hearing as required and attendance at all potential 
dismissal hearings with Disciplinary and Dismissal Committee. 
 

c) Harassment and Bullying 
Production and consultation of policy and working documents. Advice, guidance 
and support from HR throughout the full harassment process as appropriate.  HR 
will assist with the resolution of problems both informally and formally.  Attendance 
at meetings as required and attendance at all governing body hearings.  
 

d) Mediation 
HR where possible will provide mediation for Schools as required. 
 

e) Keeping in touch 
HR where necessary will act as a point of contact for staff who have been 
suspended under the Schools policies, HR will provide advice on policy and 
procedure. 
 

f) Grievance 
Production and consultation of policy and working documents. Advice, guidance 
and support from HR throughout the full grievance process as appropriate.  HR will 
assist with the resolution of problems both informally and formally.  Attendance at 
meetings as required and on request and attendance at all governing body 
hearings.  
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g) Capability and Performance Issues 

Production and consultation of policy and working documents.  Advice, guidance 
and support throughout the process.  Attendance at meetings as required and on 
request and attendance at all governing body hearings. 
 

h) Management of Absence 
Production and consultation of policy and working documents, provide advice, 
guidance and support to Headteachers and Governors to assist with the application 
of the management of absence policy, in order to reduce sickness absence levels. 
 
To attend ill-health retirement/health capability dismissal interviews and providing 
support and advice to schools during ill-heath retirements and health capability 
dismissals.  Attendance at meetings as required and attendance at all governing 
body hearings. 
 
 

i) Leave of Absence 
Provide advice, guidance and support to Headteachers and Governors with regards 
the application of the Leave of Absence Polices for teachers and support staff.   
 

j) Policies 
Provision, consultation, maintenance and design of HR policies and related 
documentation in the form of working documents for schools.  Provide general 
employee relations advice on statutory legislation, policies and procedures. 
 

k) TUPE 
Provide advice, guidance and support on any TUPE matters, from consultation to 
transfer. 
 

l) Safeguarding 
To attend professional strategy meetings to provide employment advice in relation 
to all Child Protection and Safeguarding matters. 
 

m) Redeployment 
HR will take the lead of the redeployment of staff, whether due to ill health or 
redundancy. 
 

n) Recruitment 
Provide advice on the requirements of the job, salary, qualifications, conditions of 
service, statement of particulars, where standard templates are used etc. and the 
provision of standard statement of particulars for various categories of staff within 
schools.  Including advice on appropriate selection techniques on request.   
 
Provide advice in relation to Headteacher and Deputy Headteacher appointments.   
 
The Local Authority has a duty to advise governing bodies at short-listing and 
interviewing stages for Headteacher and Deputy Headteacher appointments and 
has a right to be present at these meetings. 
 

o) Employment Tribunal 
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Provide professional advice and support with regards to any Employment Tribunal 
Claims   
 

p) Equalities 
Provision of advice and guidelines on current legislation and best practice, to assist 
schools in meeting their obligations under relevant employment legislation 
 

q) Reviews/Restructures/Amalgamation 
Provide support, guidance and advice for schools involved in review, restructures 
and amalgamation 
 

r) Trade Unions 
Attendance with Headteacher/chair of governors at formal meetings where there is 
trade union involvement.   
 
On behalf of schools, maintain a consultative mechanism to consult on current 
issues and promote good employee relations.   
 
 
 

s) Staffing Queries 
The HR and OD team will provide advice and support directly to employees in 
conjunction with the School, with regards to employee relation matters.    
 

t) Job Evaluation 
The HR and OD team will carry out Job Evaluations for posts as required. 
 

u) Education Workforce Council (EWC)/Disclosure and Barring Service (DBS) 
referrals.  
The HR and OD team will on behalf of the School liaise with and make referrals to 
both the EWC and DBS where appropriate.  

 
 

8. Employment Legislation 
 
Provide up to date advice on current and new employment legislation and case law. 

 
9. Corporate Learning and Development 

 
The HR and OD team will develop and provide training to Headteachers, Deputy 
Headteachers, member of the Leadership Team and Governors on HR Policies.   
 

 
10. Services Excluded 

 
All statutory functions are excluded. 
 
General Statement on consequences of non – buy back of service 
 
The HR and OD team would only provide advice with regards to the statutory functions.  
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Schools would need to develop their own policies and procedures, which will need to be 
consulted on with all Trade Unions at a school level.  Adherence to the Local Authority 
(LA) policies (i.e. Disciplinary, Management of Absence, Harassment and Bullying, 
Grievance, Leave of Absence etc.) would not be possible if the school was not part of 
the SLA.   
 
Advice can only be given at hearings, meetings, appeals (i.e. with the Staff Disciplinary 
and Dismissal Committee) where there is potential for dismissal.  The HR and OD team 
would no longer draft outcome letters as a result of a meeting with the Staff Disciplinary 
and Dismissal Committee this responsibility will be directed to the Clerk to Governors 
and HR and OD will no longer attend any meetings with the trade unions prior to any 
such meetings.  Headteachers/Senior Managers will need to form their own industrial 
relationships with all recognised Trade Union Representatives. 
 
The HR and OD team would no longer be able to provide support and aid with any 
consultation process in relation to any TUPE matters and attendance at any 
informal/formal meetings such as welfare meetings, capability meetings, disciplinary 
meetings (including Headteacher meetings) grievance meetings, variation of contract, 
bullying and harassment etc. will no longer be undertaken by the HR and OD team. 
 
The LA under the LA’s Financing of School Scheme may charge a school's budget 
without the consent of the governing body, subject to appropriate consultation and 
notification procedures for awards by courts and industrial tribunals against the LA or 
out of court settlements, arising from action or inaction by the governing body contrary 
to LA advice.   
 
As HR and OD would no longer be involved in the early stages of any processes, it 
would be difficult to defend the actions or inaction of the Governing Body as advice 
would not have been able to be given by the Authority’s HR and OD department.  
Therefore, any cost of settlement or tribunal could be passed to the school if it follows 
incorrect advice. 
 
The HR and OD team would no longer be able to evaluate posts for the school, each 
school would need to take on this function providing formal training to a nominated 
person.  This could leave the school open to increased equal pay claims due to 
inconsistencies in evaluations. 
 
The HR and OD team currently liaise with a number of departments within the Authority 
on behalf of schools thus providing a seamless process for the school.  Some of these 
departments include, Legal, Audit, Corporate Fraud, Occupational Health, 
Safeguarding, Communications and the Service Centre etc.  The HR and OD team 
would not be able to provide this service unless the school was part of the SLA. 
 
The HR and OD team provide a continuous availability of resource with a large number 
of schools each year use the service.  There are always a number of high profile, 
intensive and stressful HR matters that occur during the year which necessitate 
immediate and medium to long term professional HR advice and assistance. Those that 
have required such advice have consistently provided very positive feedback in terms of 
how vital the support was to them.  The HR and OD SLA provides security, financial 
stability and an all-encompassing professional HR and OD advice service. 
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Such matters often involve weeks of HR and OD time which at more commercial rates 
would represent a sizeable unplanned expense for the year. 
Comments and Complaints Procedure 
 
We will do our utmost to ensure that the services we offer to schools run smoothly, 
however we realise that there may be occasions when they do not.  We have a two-
stage procedure in place to overcome and deal with such instances.  We welcome both 
positive and negative feedback and would ask that if you have any comments or 
concern about a particular service that you use the following procedures: 
 
Stage 1: 
  
If you have a concern about a service, or wish to highlight a positive feature, please 
complete the comment form available to download via the SLA page on staffnet:-  which 
https://staffnet.swansea.gov.uk/educationslacommentform will be sent to the relevant 
SLA manager and Michelle Thomas, Funding and Information Team Manager. 
 
Stage 2: 
 
If your concern has not been resolved to your satisfaction, complete the complaint form 
available at the above link which will be sent to the relevant SLA Manager and to Kelly 
Small, Head of Education Planning and Resources Service. 


