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OTHER INFORMATION

GETTING PAID
Focus Education will pay you via an accredited HM Revenue & Customs PAYE payroll scheme that is completely compliant with current Government legislation. You can be assured that:

· All Income Tax and National Insurance are deducted from salary at source, ensuring that all the necessary contributions are made. 

· Amounts of accrued holiday pay are detailed on each months wage slip, and will grow until you claim.


We promise never to pay you through an Umbrella Company, and as such:

· Focus Education pays the Employer NI contribution, not you.

· We will not charge you to process your pay.

· You are not directly accountable to HMRC.

See what the NUT say about Supply Agencies and Umbrella Companies at https://www.teachers.org.uk/help-and-advice/self-help/s/supply, and click the link ‘Umbrella Companies and Limited Companies’. 
You must take a Timesheet to every assignment, complete all sections of the form and get it signed by a responsible member of staff at the school. You can use the same timesheet for up to 5 schools in any week. If you forget to take a Timesheet to an assignment, don’t worry, phone the office or text Lynne and one will be faxed/emailed to the school.

Please send your Timesheet to us at the end of each week, you can text or email a photo, fax it, or even drop it in to the office. The Timesheet must arrive at our office no later than Monday of the following week that you worked, in order for your pay to be processed. You will be paid monthly on the last Friday of the month directly in to your bank account, you will receive your pay-slip by email.     Please note we cannot authorise your pay without a valid Timesheet, received on time.
Any queries you may have regarding your pay please do not hesitate to email or call Henry, the Accounts Manager.
WORKPLACE PENSIONS
You may be aware that employers must enrol workers into a pension scheme; this is set up automatically by Focus Education with our chosen pension provider, NEST (the National Employment Savings Trust). NEST is Government run, and has been set up as an easy and low-cost way to help you put money aside for when you retire. Focus Education will also contribute to your fund and your contribution will be free of tax. 

You will receive an information pack once you start making pension contributions to NEST, however, should you have any queries in the meantime, please do not hesitate to contact Henry (Focus Education Accounts Manager).

AGENCY WORKERS REGULATIONS (AWR)
Focus Education complies fully with this EU directive – WE WILL NOT ASK YOU TO SIGN THE SWEDISH DEROGATION. 

AWR is designed to protect the working and employment conditions of temporary workers. After a qualifying period of 12 weeks, any agency worker in the UK is entitled to the same basic working and employment conditions as they would be if they had been recruited and hired by the client to do the same job, including equal pay. 

RECOMMEND A FRIEND – RECEIVE £50
Focus Education is an expanding Teacher Supply Agency and due to demand we are always seeking to recruit excellent teachers, teaching assistants and nursery nurses, to join our team.
To recommend a friend, all you need to do is call, text or email us with their contact details.  It’s that simple! As soon as they have registered and completed 5 working days, we will add £50 to your next pay.
COMMUNICATION
Communication is really important to us, and we have found over the years the best way to do this is by text; day or night. 
PLEASE regularly check your emails, as this is how we will communicate to you any significant information and changes, relating to payroll, legislation changes and documents.

ENHANCED DBS CERTIFICATES
The DBS update service allow applicants to keep their certificates up to date online, and permits employers to continually check a certificate online; it is Focus Education’s policy to do this once a term. 

IT IS IMPORTANT TO REGISTER ONLINE AS SOON AS YOU HAVE RECEIVED YOUR CERTIFICATE. THIS MUST BE DONE WITHIN 14 DAYS, AT A COST OF £13 PER ANNUM. 
TERM DATES
STOKE ON TRENT & STAFFORDSHIRE
CHESHIRE EAST

Autumn Term 2016


School Opens
Tuesday 6th September
Tuesday 5th September
Half Term
Monday 24th to Friday 28th October
Monday 24th to Friday 28th October
School Closes 
Friday 16th December
Tuesday 20th December
Spring Term 2017
School Opens
Tuesday 3rd January
Tuesday 3rd January
Half Term
Monday 20th to Friday 24th February
Monday 13th to Friday 17th February
School Closes
Friday 7th April
Friday 31st March
Summer Term 2017
School Opens
Monday 24th April 
Tuesday 18th April
Half Term
Monday 29th May to Friday 2nd June
Monday 29th May to Friday 2nd June
School Closes
Friday 21st July
Friday 21st July
USEFUL CONTACTS
COMPANY:
CONTACT:
DETAILS:

NSPCC
https://www.nspcc.org.uk/what-you-can-do/get-expert-training/ 



On-line training: Child Protection In Schools On-Line Course


Inland Revenue & Customs
0844 474 0101
For any tax code enquires you may have.

DfE - Department for Education 
www.gov.uk/government/organisations/department-for-education




Responsible for education and children’s services in England, and the various routes in to teaching.
National Curriculum
www.nc.uk.net
Information; Guidance and ideas on teaching; Non statutory guidelines and Downloads of the NC.

Quality Learning Services
www.qls.org.uk
Access curriculum updates; Provides curriculum support and advice. Plus other useful links to schools and LEA staff.




Employer NI = 13.8%


Daily Rate	Employer NI


£120	£16.56


£100	£13.80


£60	£8.28











Please turn over >>>


