
	
“HR	Specialists	for	Schools,	Academies	and	Small	Businesses”	

Outline	of	our	Service	Level	Agreement	services	

A	non-exhaustive	list	of	our	services	is	outlined	in	the	table	below.		

If	you	would	like	further	information	about	our	services,	or	want	to	discuss	how	we	can	support	you,	please	contact	us	
on	info@kapehr.co.uk	or	01634	799	708/9.	
	

Reorganisations	and	
Restructuring	(Organisational	
Change)	

Where	there	is	a	need	for	a	change	in	your	organisation,	we	can	support	you	with	
any	planning	and	discuss	how	to	achieve	your	required	goals.	We	will	advise	and	
support	you	throughout	the	process	including	preparing	any	relevant	
documentation,	as	well	as:	

• support	with	business	proposals	and	consultation	processes	
• notification	of	unions	and	employees	
• advise	on	early	retirement,	redundancy	arrangements	and	estimates	
• training	managers	in	change	management	and	communication	
• providing	interview	skills	training	and	guidance	for	employees	at	risk	of	

redundancy	

Capability	and	Performance	 Managing	performance	and	having	a	good	performance	system	are	essential	in	
ensuring	that	both	the	organisation	and	employee	goals	are	aligned	and	add	value.	
We	can	assist	you	with:	

• Carrying	out	Training	Needs	Analysis	
• Designing	and	implementing	performance	management	systems	tailored	to	

your	organisation	
• Supporting	and	Training	managers	on	the	performance	management	process	
• Supporting	managers	at	performance	review	meetings		
• Advising	managers	in	dealing	with	underperformance	including	formal	

capability	processes	

Disciplinary	and	Dispute	
Resolution	

We	will	work	with	you	to	help	resolve	any	difficult	issues	you	may	have	in	the	work	
place.	We	have	a	team	of	employee	relations	experts	focused	on	achieving	a	swift	
resolution.	We	can	assist	you	with:	
• Managing	disciplinary	and	grievance	investigations,	hearings	and	appeals	
• Dispute	resolution	&	workplace	mediation		
• Dealing	with	bullying,	harassment	or	grievances	in	the	workplace	
• Representation	during	hearings	or	meetings	
• Drafting	or	negotiating	settlement	agreements	
• Coaching	managers	to	effectively	handle	disputes	

	
*Teacher	and	Support	Staff	
Terms	and	Conditions	

We	can	guide	and	advice	you	on	the	interpretation	and	application	of	the	school	
teachers	and	support	staff	terms	and	conditions		
	
	
	
	
	
	



Recruitment	&	Selection	 Recruiting	and	Selecting	the	right	people	are	paramount	to	the	success	of	any	
organisation.	We	will	partner	with	you	at	different	stages	or	throughout	the	
recruitment	process	to	help	create	robust	processes	which	will	help	you	maximise	
your	chances	of	recruiting	the	best	people	fit	for	your	organisation.	We	can	assist	
you	with	the	following:	

• Defining	the	role	(job	analysis,	prepare	the	job	description	and	person	
specification)	

• Attracting	applicants	(content	and	design	of	application	packs,	place	
recruitment	adverts,	liaise	with	recruitment	agencies)	

• Managing	the	application	and	selection	process	(review	application	forms	or	
CV’s,	select	candidates,	optional	assessment	methods	as	well	as	managing	
candidate	responses	and	requesting	references)	

o For	schools:	Applying	Safer	recruitment	principles	throughout	the	
process*	

o Supporting	the	Governing	Body	with	the	recruitment	and	selection	
process	for	Headteacher	recruitment*	

• Making	the	appointment	(conduct	pre-employment	checks,	obtain	
references,	issue	offer	letter	and	contract	of	employment) 

Induction	&	Probation	 We	can	support	and	advice	you	with	developing	an	induction	process	as	well	as	
effective	strategies	for	managing	your	employees	during	the	probation	period		
	

Absence	Management	 We	can	work	with	you	to	identify	and	reduce	the	impact	and	cost	of	employee	
absences	on	your	organisation.	We	can	assist	you	with:	

• Policy	development	as	well	as	strategies	to	improve	attendance	in	your	
organisation	

• Managing	short	and	long-term	absences,	unauthorised	absences	
• Supporting	managers	at	absence	review	meetings		
• Advising	managers	on	all	attendance	related	queries	

	
Ill	Health	Case	Management	 We	can	support	you	in	managing	any	employees	on	short	or	long-term	absences,	

including	preparing	management	reports,	meeting	with	unions	and	supporting	you	at	
any	relevant	meetings.	We	can	also	support	you	with	carrying	out	occupational	
health	referrals	where	needed	

Trade	Union	Consultation	 We	can	liaise	with	the	Trade	unions	on	your	behalf	on	all	HR	related	matters	and	will	
also	support	you	with	any	related	documentation		
	
	
	
	

TUPE	Management	 We	can	support	you	through	the	TUPE	process	where	this	occurs	either	in	bringing	
new	people	into	your	organisation	or	transferring	people	out.	We	will	support	you	
through	the	planning	and	consultation	processes	and	will	guide	you	through	any	
relevant	TUPE	measures	and	liabilities.	We	will	also	help	you	prepare	the	necessary	
documentation	and	advise	you	on	change	management	strategies	
	

Job	Evaluation	and	Job	
Description	Formulation	

Our	team	includes	accredited	Job	evaluation	experts	in	the	team	and	can	support	
you	in:	

• Developing	job	descriptions			
• Job	evaluation	
• Benchmarking	

	
	
	



	
	

	

*Services	for	schools	and	academies		

Staff	Appraisals	 Well-structured	appraisals	are	useful	in	helping	both	employees	and	employers	
recognise	the	employee’s	strengths,	discuss	any	weaknesses	and	to	encourage	and	
monitor	development.	We	can	support	you	with	implementing	appraisal	systems	and	
can	assist	you	with:	

• Creating/developing	an	appraisal	system	for	you	(including	policies	and	
procedures)	

• Creating	SMART	objectives	
• Developing	competency	frameworks	
• Training	managers	in	the	appraisals	process	

	


