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A GENERAL OFFICE ISSUES 

1. Telephones- Manner/Greetings/Making and forwarding 
calls/Incoming calls for staff/Messages 

2. Confidentiality 
3. Using the fax machine and photocopier 
4. Stationery and forms 
5. Filing system 
6. Mail and e-mail procedures 
7. Useful phone contacts 
8. Tasks-daily/weekly/monthly 
9. Useful Information – Lists of pupils/parents/staff and staff 

timetables 
 

B SECURITY 
1. Visitor procedure 
2. Office security and confidentiality 
3. Alarms 
4. Passwords  
5. School Cash Handling Procedures 
6. Data Protection 

 
C USING THE COMPUTER 

1. Phoenix school management database 
2. FMS (Financial Management System) 
3. E-Mail 
4. Password security and controlled access 
5. Computer faults 
6. File and folder management 
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D     FINANCE 
1.    Ordering/Receiving goods/Processing invoices/Dealing with  

   invoices paid by the Education Department 
2.    Purchasing by Requisition Order 
3.    Purchase Order Forms 
4.    Receipt of Goods/Services 
5.    Invoice Processing 
6.    IDT Processing 
7.    Budgets 
8.    Recording Expenditure 
9.    FMS Ledger Reports 
10.  Virements and Journals 
11.  Cash Handling 
12.  Dinner Money/Free School Meals 
13.  School Fund 

 
E    ACCIDENTS AND EMERGENCIES 

1     Incident report forms 
2     Pupil illness during the school day/sick pupils going home 
       early 
3     Emergency/Planned school closures/Emergency contacts 
4     First Aid 
5     Fire Safety procedures 

 
F    BUILDING FAULTS 

1. Fault reporting 
 
G    SCHOOL LETS 

1.  Bookings /Charging/Let income/Disclosures 
 
H    STAFF MATTERS 

1. Staff absences/LA5 and NTS1 forms 
2. Relief staff 
3. Special leave/Unpaid leave 
4  Where to send LA1,LA5,NTS1 and special leave forms 

 
I SCHOOL MATTERS 
 

1. School handbook 
2. School Uniform 
3. School staff handbook 
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J PUPIL ISSUES 
1.  Child Protection 
2.  Employment of children 
3.  Photographing/Filming pupils 
 

K LICENSING AND COPYRIGHT ISSUES 
1.  Copyright Licensing (printed material) 
2.  Visual and audio material copyrights 
 
 

L  YOUR EMPLOYER 
1.  About Comhairle Nan Eilean Siar 
2.  About the Department of Education 
3.  New Employees: Welcome to the Education Department 
 
 

M  INDUCTION 
1.  Induction Process 
 
 

N  WORKING ARRANGEMENTS 
 
1.  PAY DETAILS 
1.1 Single Status – Job Evaluation 
1.2 Pensions 
1.3 Payment of Salary 
1.4 Changes in Personal Circumstances 
1.5 Incremental Progression 
1.6 Payment of Salary/Wage 
 
 
2.  LEAVE ENTITLEMENT 
2.1 Annual Leave 
2.2 Scheme of School Attendance 
2.3 Occasional Holidays 
2.4 Leave Cards 
2.5 Family Friendly Policies – Authorisation of Unpaid 

Special Leave 
2.6 Special Leave 
2.7 Special Leave Forms 
2.8 Bereavement Leave 
2.9 Maternity Support Leave 
2.10 Special Leave – Teaching Staff 
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N  WORKING ARRANGEMENTS (Cont’d) 
 

2.11 Temporary Staff – Leave Entitlement 
2.12 National Conditions 
2.13 Public and Local Holidays 
2.14 Maternity Leave 
2.15 Maternity Support and Paternity Leave 
 
 
3.  WORKING HOURS 
3.1 McCrone Proposals 
3.2 Working Hours/Working Week 
3.3 Flexible Working Hours 
3.4 Rest Breaks at Work 
 
 
4.  SICKNESS ABSENCE 
4.1 Any Absence from Work 
4.2 Absence of Less than 3 days 
4.3 Absence of 4 to 7 days 
4.4 Absence of More than 7 days 
4.5 Non-Compliance 
4.6 Sickness Provisions – Payment and Period of 

Entitlement 
4.7 Sickness Absence Certificate – FIN 6 
4.8 Doctor’s Statement 
4.9 School-Level Administrative Procedures 
4.10 Catering Staff – Absence from Work/Relief Staff 
 
 

O  DOING A GOOD JOB 
1.  Overview 
2.  Line Management 
3.  Workload Management 
4. Workload Management - For the Line 

Manager/Supervisor 
5.  Workload Management - For staff 
6.  Disciplinary Procedures 
7.  Grievance and Dispute Procedures 
8.  Capability Procedure 
9.  Staff Development and Appraisal 
10. Non-teaching Staff In-Service Day 
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P CNES - EMPLOYMENT POLICIES AND GENERAL 
EMPLOYMENT 

 
1.  POLICIES 
1.1 General 
1.2 Workplace Harassment Policy 
1.3 Equal Opportunities Policy 
1.4 Disability Equality Scheme 
1.5 Smoking at Work Policy 
1.6 Policy on Age Discrimination in Employment  
1.7 Health and Safety at Work 
1.8 Policy on Sunday Working 
1.9 Drug and Alcohol Policy 
1.10 Travel Policy 
1.11 Mobile Phones Policy 
1.12 Stress Prevention Policy 
1.13 Violence and Aggression at Work Policy 
1.14 Policy on Employee Contact with the Media 
1.15 Code of Practice on the Use of Internet, E-mail and the 

Comhairle’s IT Resources 
 
 
2.  GENERAL EMPLOYMENT 
2.1 Opportunities for Communication 
2.2 Identification Badges 
2.3 Personal Business 
2.4 Hygiene 
2.5 Conditions of Service 
2.6 Standards of Conduct 
2.7 Confidentiality 
2.8 Contract of Employment 
2.9 Collective Bargaining 
2.10 Resignations 
2.11 Reporting Concerns at Work 
2.12 Long Service Entitlement 
2.13 Trade Union Membership 
2.14 Trade Union Membership/Activities 
2.15 Scheme for Job Sharing 
2.16 Right to Request Flexible Working 
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Q  HEALTH, SAFETY AND WELFARE 
 
1.  HEALTH AND SAFETY AT WORK 
1.1 Education Department Health and Safety 
1.2 School-Level Health and Safety 
1.3 Moving and Handling 
1.4 Display Screen Equipment 
1.5 Fire Prevention 
 
 
2.  FIRST AID 
2.1 Introduction 
2.2 Contents of First Aid Box 
2.3 First Aid Rooms 
2.4 First Aid Notices 
2.5 Providing First aid Information 
2.6 Reporting Incidents 
2.7 Record Keeping 
2.8 Selection of First Aiders 
2.9 Emergency First Aid Situations 
2.10 Number of First Aiders 
2.11 Re-assessment of First Aid Provision 
2.12 Training of Fist Aid Personnel 
2.13 Training Courses 
2.14 First Aid Honorarium 
 
 
3.  OCCUPATIONAL HEALTH 
3.1 General 
 
 

R  USEFUL CONTACTS 
1.  Personnel Section 
1.1 Personnel Staff 
2.  Payroll Section 
2.1 Payroll Staff 
3.  Education Department – Human Resources Section 
3.1 Education Department Staff 
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