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Introduction
Following a comprehensive consultation with our existing customers and stakeholders
we are proud to launch our new brand and service offer. We have taken all the things
that you currently value about South Gloucestershire Traded Services and combined
this with how you would like us to develop to create an extensive and customer
focused offer. Welcome to Integra Schools! These are exciting times for us as we move
towards becoming a Local Authority Trading Company (LATC) with a single
shareholder, South Gloucestershire Council. Whilst we are still your trusted partner
who values the relationships we have built with you, and our strong link to colleagues
in the Local Authority, we are thrilled to share with you our new brand and direction.
We believe in what we do and are passionate about adding value to our local
community through delivering value-for-money services. And so, we are delighted to
launch Integra Schools, a team who puts customers first and aims to enhance the
educational experience of children in our community by creating and delivering
unique, innovative and cost-effective support services. We believe we have a lot to offer
schools and academies based on our experience of working in the education and the
breadth of in depth knowledge and expertise held by our staff, reinforced by a shared
public service ethos. This directory includes details of our wide range of facilities
management and specialist professional support solutions. Some of the services you
may recognise and already use, others we have designed to meet emerging needs, to
exploit new techniques or align to what you have told us you want. The services listed
are by no means exhaustive and we value working with you to design bespoke
packages of support to meet your individual needs. So, please let us know your
thoughts and how we can work together and Integra Schools looks forward to forging
a new, strengthened partnership with you.
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1 Facilities Management
Our aim is to work in partnership with you to provide the best and most cost effective
facilities management services possible, from catering and cleaning to key-holding.
Our expertise and customer focused approach, linked with our in depth
understanding of the education sector means we are able to provide expert services
and advice bespoke to your requirements. In addition, working with us you have the
ability to leverage Integra’s considerable purchasing power.
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Catering for Primary Schools and
Academies
Description of service
We work in partnership with schools to develop a service that meets individual school
needs, special requirements and contributes to the curriculum. All our menus are
developed in consultation with the council’s Health and Wellbeing team. We offer all
pupils the option of a competitively priced, nutritious snack at break and meal at
lunchtime, provided by a catering service that focuses on healthy meals cooked from
fresh ingredients. Presented attractively by friendly staff, we aim to make lunch a part
of the day students look forward to.

Why choose us?
We are a passionate team and have a wealth of experience in providing primary
school catering. Our teams build relationships with schools and pupils to ensure that
we are responsive to their needs and pupil preferences and we engage with schools to
link catering to the school curriculum. We can also provide consultancy advice to help
develop and market the lunchtime service, evaluate the dining room environment,
engage pupils in healthy eating and share best practice. In addition as your chosen
catering partner, we can also provide catering services for events, including open and
inset days and special functions. Our friendly and well trained staff create high quality
dishes, cooking from scratch and where possible using fresh, locally sourced
ingredients. We understand that schools have varying requirements and we work with
you to tailor needs to fit, offering add-on services such as table lay-up for pupils who
bring in packed lunches. In addition we can also offer other services, including the
repair and maintenance of your kitchen equipment, as well as a complete an annual
deep clean. Our basic service offer includes a healthy snack at break and a varied,
attractive lunchtime menu for:
pupils qualifying for free school meals
pupils who pay for school meals
staff

Benefits
Confidence that a varied, nutritious diet is available to your students in
accordance with the School Food Plan and National Nutritional Standards
Increase the number of your pupils eating a healthy, satisfying lunch. Evidence
suggests that only 1% of packed lunches meet the nutritional standards that
currently apply to school food
Remove the administrative burden of running a service in-house with associated
staffing and training costs
Gain the benefit of our purchasing power and the expertise that enables us to
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deliver high quality, good value fresh produce to our kitchens daily
Receive holistic service provision to take away all the operational challenges of
managing an operational service
Assurance that your meal service is compliant with food and hygiene standards.
Allergen details are provided and health and safety requirements are all met
A commitment to reduce food waste by accurate food ordering processes and
robust production monitoring.

Service offer
The core primary catering service includes:
A tuck service, offering fresh fruit and toast
A choice of two hot cooked lunch options - one meat, one vegetarian, with new
menus twice a year
Development of healthy and nutritional menus in collaboration with head
teachers, pupils and the council’s Health and Wellbeing Team, in compliance
with National Nutritional Standards
Marketing support material, including pdfs and PowerPoint slides of menus that
can be displayed on school websites, on AV displays in school receptions for
inclusion in school newsletters
Performance monitoring with termly contract management meetings with your
nominated catering manager to review performance, menus, customer feedback
and take- up initiatives
Provision and management of trained staff to deliver a quality service, including
managing staff absences
A repairs and maintenance budget capped at £3,700/year to cover:
Equipment repair and maintenance
Replacement of cutlery and crockery
An annual kitchen deep clean
Provision purchasing under contractual arrangements, in accordance with all
public sector rules and regulations and the authority’s contracting rules. This
includes strict controls on the quality and suitability of goods provided
All food supplies, with fresh provisions delivered a minimum of twice weekly
Full kitchen waste management for schools where we cook on-site
Integration with schools’ online payment systems.
Costed separately we can also offer:
A breakfast service offering hot and cold breakfast items
A flexible range of additional services including a translation service for menus
and supporting literature
Catering for school events, inset days and functions
Food safety on-line courses for school staff, accredited by the Chartered Institute
of Environmental Health for the delivery of Level 2 Food Safety training. This is
especially relevant to train lunch break supervisors. See our CPD section for
details.
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What is not included in your service
We do not provide or replace light or heavy kitchen equipment. However we can
provide consultancy advice, free of charge, to support you in scoping your requirement
and would welcome being consulted early on in the development of any capital
programme. The school is responsible for the fabric of the building; this includes
compliance with all regulations including health and safety. We do not facilitate the
supply or contribute to the cost of utilities used in the kitchens, including electricity,
gas and water. The school should provide an appropriate facility for staff to change
and store their personal effects when on duty. This should also include toilet facilities
with feminine hygiene facilities. For schools where we do not cook on site, waste
management is excluded from the service. Our staff will bag and deposit waste and
recycling in facilities as instructed by the school.

Service Level Agreement (SLA) explanations
This service is offered on a rolling annual contract basis.

On-site meal preparation
Where meals are prepared on site, primary catering service is charged through two
elements:
a set price per free school meal served, paid by the school according to actual
number of free school meals served (including Universal Infant Free School
Meals); and
a set price per meal served to pupils not qualifying for free school meals and for
staff, paid by parents/staff via the school

Waste management option
A discount is available on request to schools who provide their own waste
management solution.

Off-site meal preparation
Where meals are prepared off-site the primary catering service is charged through
three elements:
A fee dependent on your requirements how meals are to be transported from the
production kitchen and served in school
A set price per free school meal served, paid by the school according to actual
number of free school meals served - including universal infant free school meals
A set price per meal served to pupils not qualifying for free school meals and for
staff, paid by parents/staff via the school
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Catering Secondary Schools and
Academies
Description of service
We provide students and teachers with a competitively priced, nutritious breakfast,
tuck and hot meal or grab-and-go lunch. Our catering service focuses on healthy food
cooked from fresh ingredients, with menus developed in consultation with the
Council’s Health and Wellbeing team as well as students. Our aim is to make lunch a
part of the day students look forward to, presenting food attractively with friendly staff.
We will work in partnership with your school to develop a service that meets your
individual needs, special requirements and contributes to the curriculum.

Why choose us?
We are passionate about and have a wealth of experience in providing secondary
school catering. We offer a healthy breakfast, tuck service at break and a varied,
attractive lunchtime menu to:
pupils qualifying for free school meals
pupils who pay for school meals; and
staff and visitors
We are passionate about food quality, developing and delivering meals cooked from
scratch daily by our talented catering staff. Partnering with us, you will receive the
benefits of our purchasing power, through our contracts with food suppliers that
deliver high quality, good value fresh produce to our kitchens a minimum of twice a
week. We seek to build relationships with schools and students to ensure that we are
responsive to school needs, student preferences and engage with schools to link
catering to the school curriculum. The 2013 Schools Food Plan highlights the
importance of making the dining hall a welcoming place; keeping queues down;
getting the price right; allowing children to eat with their friends; getting them
interested in cooking and food production. We will provide consultancy advice to help
you achieve these goals, engage pupils in healthy eating initiatives and share best
practice. In addition, working in partnership with schools, we are here to support you
by providing catering services for all sorts of events including open days, inset days and
special functions.

Benefits
Confidence that a varied, nutritious diet is available to students at your school in
accordance with the School Food Plan
Remove the administrative requirements of running a service in-house with
associated staffing and training costs
The ability to leverage our purchasing power and expertise that enables us to
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deliver high quality, good value fresh produce to our kitchens a minimum of
twice weekly
Assurance that your meal service is compliant with food and hygiene standards,
with full Allergen information and health and safety requirements met
A commitment to reduce food waste by accurate food ordering processes and
robust production monitoring

Service offer
The standard service includes:
a tuck service with a range of grab-and-go drinks and food items
a full cafeteria service at lunchtime including two hot cooked lunch options (one
meat, one vegetarian) with new menus twice a year
development of healthy and nutritional menus in collaboration with Heads,
students and the Council’s Health and Wellbeing Team, in compliance with
National Nutritional Standards
marketing material and canteen signage, including PDFs and PowerPoint slides
of menus available to be displayed on school websites, on AV displays in school
receptions and for inclusion in school newsletters
termly contract management meetings with your nominated catering manager
to review performance, menus, customer feedback and initiatives to increase
take-up
provision and management of trained staff to deliver a quality service, including
managing staff absences
compliance with Food Hygiene Legislation: provision of safe and hygienic
premises, equipment and working practices and formal policies to ensure the
safe and consistent delivery of services in accordance with all existing Food
Hygiene legislation
a heavy and light equipment repair and maintenance service, including an
annual service of all your heavy equipment
two deep cleans of the kitchen each year
provision purchasing: all food provisions are purchased under contractual
arrangements in accordance with European Tendering legislation and the
Authority’s contracting rules, with strict controls on the quality and suitability of
goods provided
all food supplies, with fresh provisions delivered a minimum of twice a week
integration with schools’ cashless and/or online payment systems; and
consultancy advice to help schools improve students’ dining experience
In addition, costed separately we offer:
a breakfast service, offering hot and cold items
a flexible range of additional services including a translation service for menus
and supporting literature
catering for school events, inset days and functions; and
Food Safety Courses for School staff, delivered by trainers accredited by the
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Chartered Institute of Environmental Health for the delivery of Level 2 Food Safety
training. This is especially relevant to train lunch Break Supervisors (please see the
CPD section)

What is not included in your service
We do not provide or replace light or heavy kitchen equipment, however we are happy
to provide consultancy advice free of charge to support you in scoping your
requirement and would welcome being consulted early on in the development of any
capital programme. The school is responsible for the fabric of the building; this
includes compliance with all regulations including health and safety. We do not
facilitate the supply or contribute to the cost of utilities used in the kitchens, including
electricity, gas and water. An appropriate facility for staff to change, store their
personal effects when on duty, and toilet facilities (including feminine hygiene
facilities) is to be provided by the school.

Service Level Agreement (SLA) explanations
This service is offered on a rolling annual contract basis.

Standard secondary catering
The standard secondary catering service is charged through three elements:
a fixed service charge
a set price per free school meal served, paid by the school according to actual
number of free school meals served; and
income collected either in cash at point of sale or through on-line/cashless
systems for items purchased by students, teachers and visitors

Waste management option
A discount is available on request to schools who provide their own waste
management solution.
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Catering for Special Schools and
Academies
Description of service
We offer a competitively priced, nutritious snack at break and meal at lunchtime,
provided by a catering service that focuses on healthy meals cooked from fresh
ingredients. All menus are developed in consultation with the Council’s Health and
Wellbeing team. Presented attractively by friendly staff, we aim to make lunch a part
of the day students look forward to. We work in partnership with schools to develop a
service that meets individual school needs, special requirements and contributes to
the curriculum.

Why choose us?
We are passionate about and have a wealth of experience in providing special school
catering. We offer a healthy snack at break and a varied, attractive lunchtime menu to:
pupils qualifying for free school meals
pupils who pay for school meals; and
staff and visitors
Our friendly and well trained staff create high quality dishes, cooking from scratch and
where possible use fresh, locally sourced ingredients. We offer more than just a meal
on a plate – in addition we repair and maintain your kitchen equipment and complete
an annual deep clean. We recognise that schools have varying requirements and we
are happy to discuss tailoring our service accordingly. We build relationships with
schools and pupils to ensure that we are responsive to school needs, pupil preferences
and engage with schools seeking to link catering to the school curriculum. We will
provide consultancy advice to help develop and market the lunchtime service,
evaluate the dining room environment, engage pupils in healthy eating and share best
practice. In addition, working in partnership with schools, we are here to support you
by providing catering services for all sorts of events including open days, inset days and
special functions.

Benefits
Confidence that a varied, nutritious diet is available to the pupils at your school in
accordance with the School Food Plan and National Nutritional Standards
Remove the administrative burden of running a service in-house with associated
staffing and training costs
The ability to leverage our purchasing power and the expertise that enables us to
deliver high quality, good value fresh produce to our kitchens a minimum of
twice weekly
Holistic service provision, including equipment repair and maintenance, to take
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away all the operational challenges of managing an operational service
Assurance that your meal service is compliant with food and hygiene standards,
has full Allergen information available and meets all health and safety
requirements
A commitment to reduce food waste by accurate food ordering processes and
robust production monitoring

Service offer
The core catering service includes:
a tuck service, offering fresh fruit and toast
a choice of two hot cooked lunch options (one meat, one vegetarian) with new
menus twice a year
development of healthy and nutritional menus in collaboration with Heads,
pupils and the Council’s Health and Wellbeing Team, in compliance with
National Nutritional Standards
marketing material and canteen signage, including PDFs and PowerPoint slides
of menus that can be displayed on school websites, on AV displays in school
receptions for inclusion in school newsletters
termly contract management meetings with your nominated catering manager
to review performance, menus, customer feedback and school initiatives to
increase take-up
provision and management of trained staff to deliver a quality service, including
managing staff absences
a controlled kitchen environment to meet Health and Safety standards and Food
Hygiene legislation
an annual deep clean of the kitchen
a heavy and light equipment repair and maintenance service, including an
annual service of all your heavy equipment
provision purchasing: all food provisions are purchased under contractual
arrangements in accordance with European Tendering legislation and the
Authority’s contracting rules, with strict controls on the quality and suitability of
goods provided
all food supplies, with fresh provisions delivered a minimum of twice a week
kitchen waste management for schools where we cook on-site; and
integration with schools’ online payment systems
In addition, costed separately we offer:
a breakfast service offering hot and cold breakfast items
lay-up of tables for pupils bringing in packed-lunches including laying tables with
water jugs, beakers crockery and cutlery and cleaning tables and sweeping
following the lunch service and dismantling and putting away tables and chairs
(where necessary)
a flexible range of additional services including a translation service for menus
and supporting literature
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catering for school events, inset days and functions; and
food Safety Courses for School staff, delivered by trainers accredited by the
Chartered Institute of Environmental Health for the delivery of Level 2 Food Safety
training. This is especially relevant to train lunch Break Supervisors (please see the
CPD section)

What is not included in your service
We do not provide or replace light or heavy kitchen equipment, however we are happy
to provide consultancy advice free of charge to support you in scoping your
requirement and would welcome being consulted early on in the development of any
capital programme. The school is responsible for the fabric of the building; this
includes compliance with all regulations including health and safety. We do not
facilitate the supply or contribute to the cost of utilities used in the kitchens, including
electricity, gas and water. An appropriate facility for staff to change, store their
personal effects when on duty, and toilet facilities (including feminine hygiene
facilities) is to be provided by the school. For schools where we do not cook on site,
waste management is excluded from the service and our staff will bag and deposit
waste and recycling in facilities as instructed by the school.

Service Level Agreement (SLA) explanations
This service is offered for an initial six month period whilst schools’ requirements are
confirmed and proposals agreed. We will then work with you to agree an appropriate
contract term.

Special school catering
From April – August 2016 special schools’ catering will be charged through four
elements:
a fixed service charge
recovery of delegated funding for free school meals
recovery of £2 of the £2.30 grant received per pupil for Universal Free School
Meals; and
a set price per meal served to pupils not qualifying for free school meals and for
staff, paid by parents/staff via the school

Waste Management option
A discount is available on request to schools who provide their own waste
management solution.
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Cleaning
Description of service
Integra Schools cleaning teams take pride in maintaining clean school environments
that enable teachers and students to focus on optimal learning outcomes. We offer a
range of cleaning services, from routine daily cleans to specialist assignments and
emergency call outs.

Why choose us?
We have highly experienced, DBS checked operational managers and teams fully
equipped to keep your school environment clean. Our management team has over 30
years’ experience of working within the school environment. We provide cost-effective
solutions to your specific site needs to meet the challenges of the education sector.
We work in partnership with schools and your own facilities team/caretakers to deliver
the best results. All our staff are trained to British Institute of Cleaning Science (BICS)
standards and we only use BISC cleaning methods to deliver a quality service. As well
as providing daily operational cleaning services, our specialist team provide deep
cleaning and high level cleaning of kitchens, classrooms and schools, assembly halls
and sport centres. We can also provide specialist and emergency services during or
outside of term time.

Benefits
Working with a committed team who take pride in the job they do to enhance
students’ educational experiences
Partnering with experts with a wide range of specialist cleaning skills, working to
BISC standards with inbuilt quality assurance
Working with a responsive team who can react in a timely manner to
emergencies and unusual requests
Knowledgeable managers, with significant experience in schools, to monitor
quality and control the service you receive
We maintain an assessment, reporting and improvement program
Letting a specialist manage the employment, training and staff cover issues that
arise with an operational workforce saves you administrative time and provides
you with flexibility and continuity of service

Service offer
Operational Cleaning
We provide operational daily term-time and periodic holiday cleaning service of school
buildings tailored to your needs. We employ and maintain our own staff who are
overseen and managed by a dedicated Area Manager/Supervisor who has
responsibility for all staffing, service quality and delivery issues. The Manager and/or
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Supervisor will also build a relationship with the appropriate representative for the
school to report on performance, manage any issues arising and co-ordinate any
additional requirements. We will provide and maintain all the cleaning equipment
and the supplies required to deliver our service. To ensure the highest levels of health
and safety compliance at all times, we only use full COSHH and risk assessed
chemicals and procedures.

Specialist Cleaning
Our high level cleaning teams offer the following specialist or emergency pay-as-yougo services that are costed and scheduled as and when required. These include:
floor renovation, chemical stripping and resealing, for all types of flooring
graffiti removal
litter picking
training packages covering induction, H&S or specific cleaning tasks, for your own
cleaning teams
infection control/barrier cleans
deep cleans in school holidays
fire and flood damage clearance
carpet and upholstery shampooing
line marking for internal surfaces
window cleaning
high level cleaning of assembly halls and sports halls and kitchens
builder cleans following any works undertaken

Advisory Services
Schools who deliver their cleaning service in-house are able to access Integra Schools’
expertise through our advisory services. Services include:
subscription to a ‘helpline’ to provide professional and technical advice including:
advice on equipment and chemical purchasing; cleaning related COSHH/Health
and Safety advice; advice and support with H&S, risk assessments, COSHH
documentation, site specifications, method statements and training records; and
advice given in respect of specialist equipment repair and purchasing

Induction, Training and consultancy
To support schools in maintaining a professional school environment, our
expertise is available to assist with the appointment, induction and training of
Caretaking staff. The package can be tailored to your schools individual needs,
including participation in the interview process, initial training and support in the
continuous development of caretakers and cleaning staff
Training staff in preparation for BICSc certification and assessment
working with your caretaker and cleaners we can review service provision sharing
best practice and designing a safer, more productive and effective cleaning
service
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We can also conduct audits and quality inspections on your behalf if the cleaning
service is in house or through another supplier

What is not included in your service
Equipment used in the provision of all cleaning services belongs to Integra Schools,
and at the end of the contract will be retained by us. Schools are required to provide a
secure facility to store cleaning equipment and materials on the school premises. The
operational cleaning service is by subscription only. We are unable to provide
operational cleaning staff on an ad-hoc basis to cover staff absences/shortfalls in inhouse cleaning services.

Service Level Agreement (SLA) explanations
Operational Cleaning
This service is offered on a rolling annual contract basis. We offer a bespoke SLAs
according to a clear specification as agreed with each school individually. As standard,
we will provide an operational cleaning service to school buildings daily during termtime and periodically during the school holidays. Faulty cleaning equipment is
collected and replaced within 48 hours of notification. P.O.A – Price is based on the
School floor plan.

Specialist Cleaning
These are pay-as-you-go services and due to their specialist nature are individually
priced. We would be delighted to quote for each piece of work.

Advisory Services
This service is offered on a rolling annual contract basis. There is an annual fee for this
service. One price for primary and special maintained schools and academies, and a
different price for secondary schools and academies.

Induction, Training and consultancy
To support schools in maintaining a professional school environment, our
expertise is available to assist with the appointment, induction and training of
Caretaking staff. The package can be tailored to your schools individual needs,
including participation in the interview process, initial training and support in the
continuous development of caretakers.
P.O.A. as will be based on discussion and actual requirement.
Training staff in preparation for BICSc certification and assessment
P.O.A. As will be based on time required to train staff to appropriate level.
Working with your caretaker and cleaners to review service provision sharing best
practice and designing a safer, more productive and effective cleaning service;
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P.O.A as requirement will need to be agreed.
Audits and quality inspections on your behalf if the cleaning service is in house or
through another supplier.
P.O.A will depend on requirement.
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Kilns
Description of service
We partner with a third party company, Celtic
Kilncare Limited to provide you with a service and
maintenance service for your kilns.

Why choose us?
Celtic Kilncare Ltd. have more than 40 years of experience in this field of repair
and service of most models of kilns. They can also provide impartial advice on
kilns and equipment from the majority of the current leading manufacturers
All service, repair and Health and Safety inspection work is carried out by their
own directly employed engineers all of whom have enhanced DBS clearance
All engineers have as a minimum IEE17th Edition Regulations Certification and
their lead engineers have enhanced C& GTesting & Inspection
qualifications(C&G2391)
Celtic Kilncare Ltd. are assessed annually and certified by the following
independent bodies: NICEIC-CertNo.20883, Chas-Certificate of Accreditation,
ConstructionLine-RegistrationNo.115291 and ECS-Safety Assessment Certification

Benefits
We have negotiated a preferential rate on your behalf so that it is cheaper for you
to buy through Integra Schools than going direct to Celtic Kilncare Ltd
The company is led by a team of professional engineers with qualifications and
experience covering Electrical engineering, Instrument/Control engineering,
Mechanical engineering and Health & Safety Management, with each discipline
being directly applied to the safe installation, maintenance and use of pottery
equipment, within schools and colleges
Administration of Celtic Kiln Care invoices are undertaken by Integra Schools
which are then included in your quarterly statements, limiting the number of
transactions to be processed by the school

Service offer
This service, provided by Celtic Kilncare Ltd., is brokered through Integra Schools at a
preferential rate inclusive of administrative charges. You will receive: a yearly service
and maintenance check of Kiln equipment with a report left on site; and a separate
Health and Safety Audit report at no extra cost including electrical measured values ,
also left on site
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What is not included in your service
Any recommendations or extra work you choose to ask the company to carry out will
be paid for directly by the School/Academy to the company.

Service Level Agreement (SLA) explanations
This service is offered on a rolling annual contract basis. The service is priced at a fixed
amount per school/academy per piece of equipment inclusive of Integra Schools
administrative charges. Charges are subject to the annual renewal terms of Celtic
Kilncare Limited. All prices exclude VAT.

Service Level Agreement (SLA) explanations
Integra Schools provides Celtic Kilncare Ltd with a list of schools/academies that
subscribe to the service. Celtic Kilncare Ltd. contact each school directly to arrange an
appropriate time and date to carry out the service and maintenance check.
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PE Services for Primary Schools and
Academies
Description of service
Regular service and maintenance of your sports
equipment is extremely important so we have
partnered with, Sportsafe UK, to provide you with a
check and maintenance service for your school hall PE
equipment under an umbrella contract.

Why choose us?
Sportsafe UK operate nationally with four offices across the UK. They have a good
knowledge of South Gloucestershire schools/academies built up over the last six
years
Sportsafe UK are recognised by several leading safety and development bodies
including CHAS, Safecontractor, AFPE, RPII and ROSPA
All engineers are fully qualified Sportsafe employees and not sub-contractors

Benefits
By having your PE equipment regularly inspected through Integra Schools you will:
be confident that all your PE apparatus has been certified as safe on inspection
prolong the life of your PE equipment and minimise overall maintenance costs;
and
have the assurance of knowing that the administration of your subscription will
be dealt with on your behalf

Service offer
You will receive a yearly service and maintenance check of PE equipment with an
inspection report left on site and forwarded electronically post visit. The report
includes what has been inspected, any unsafe or dangerous equipment found as well
as recommendations to be made. A certificate is also provided to show that the
inspection has taken place. Items inspected include:
wooden and metal climbing frames
rope frames and tracks
wall bars
games posts
basketball goals
mats and mattresses
benches
vaulting equipment
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linking equipment; and
agility tables and stools

What is not included in your service
Any recommendations or extra work you choose to ask the company to carry out will
be paid for directly by the School/Academy to the company.

Service Level Agreement (SLA) explanations
This service is offered on a rolling annual contract basis. The service is priced at a fixed
amount per school/academy per primary hall, inclusive of Integra Schools
administrative charges. Charges are subject to the annual renewal terms of Sportsafe
UK. All prices exclude VAT.
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Property Services for Maintained Schools
Description of service
Property Services is a division of the
Chief Executive and Corporate
Resources Department of South
Gloucestershire Council. We provide
the following professional services:
building design and project management
property care and facilities management
mechanical and electrical design and maintenance; and
valuation and estate management
In addition, Property Services has an in-house building repairs team that can carry out
minor repairs for schools. All members of the team have been DBS-checked for
working in schools. This service offer is for maintained schools only.

Why choose us?
We have a detailed knowledge of the school estate and a proven track record on
delivering education buildings. We cover the full range of professional disciplines
relating to the built estate.

Benefits
The principal benefits of this service are summarised below:
working with a team with a detailed knowledge of all South Gloucestershire
schools
access to experienced professional and technical teams of property specialists
support provided for delegated budgets; and
access to skilled and experienced contractors
The additional advantages provided by Property Services include:
helpdesk support free of charge to give advice on minor repairs and maintenance
issues; and
comprehensive understanding of all aspects of the implications surrounding
school projects including asset management, local planning issues,
environmental standards and project management.

What our customers say
"Property Services have worked very hard, listened to us intently and responded
to produce a very exciting design. I would like to personally thank everyone for
the flexibility and speed with what has seemed like a whirlwind few weeks. To go
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from a pencil sketch on the back of a piece of paper to a floor plan of a new
school is remarkable." Local Academy
"X Building Surveyor has done a fantastic job for us and his timely actions have
reassured me that, as far as possible, the impact of our flooding has been
minimised." Primary School Head Teacher
"I would like to show my appreciation for a job well done by X valuer, in resolving
a vehicular access / walkway issue. X has been very even-handed in tackling the
issue on my behalf and has always maintained good and prompt contact over a
period of six months – which was excellent." Adjoining owner

Service offer
The following services are provided by the Council to all maintained schools without a
charge to the school
Condition Surveys
We will carry out a periodic condition survey and report on the school’s condition.
Recently the DfE has carried out its own condition survey process. As a result
there may be a requirement for the form that future surveys take to vary, this is
not clear at present
An annual meeting with the school to review the condition report and provide
advice on any works necessary to rectify any issues identified
Emergency Out-of-hours Call-outs
If a school suffers a major incident, such as a fire or flood, then a Property Services
surveyor will attend the incident, liaise with the emergency services and arrange for
contractors to carry out any urgent works. We will provide assistance in commencing
the process of making a claim on the school’s insurers.
Service Contracts
School buildings incorporate a range of complex systems and equipment that are
necessary for the school to function. Property Services have set up Council-wide
contracts for the maintenance of major items of fixed equipment. These contracts
normally include:
periodic routine servicing of the equipment
service repairs, i.e. repairs identified and carried out during the routine servicing
visit; and
response repairs, i.e. repairs following a call-out by the school in response to a
fault
Schools can either use the Council’s contractor or make their own arrangements with
an alternative contractor. There is no charge from Property Services for use of the
Council’s contractors; however schools will have to agree prices, raise an order with
whichever contractor you choose and pay the contractor’s invoices. The contracts
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cover:
Air conditioning equipment
Automatic doors
CCTV systems
Chimneys and flues
Commercial & domestic lifts
Door entry systems (access controls)
Effluent pumps
Electrical equipment
Fire alarm systems
Firefighting equipment
Ground source heat pumps
High voltage substations
Intruder alarm systems
Lightning conductors
LTHW water treatment testing
Mechanical equipment
Oil tank inspections
Radiant heaters
Seachange heating control systems
Sealed system expansion equipment
Sprinkler systems
Woodchip & wood pellet boilers
Not all of these contracts are applicable to all schools. If you are uncertain as to the
contracts that apply to your school, please contact Property Services for advice. The
following are available without charge for a specified level of service. Over the specified
level, the services are chargeable.

General Advice & Support for the upkeep of the School Buildings
We recognise that school staff and Governors may not always have the expertise that is
required to meet their responsibility for the upkeep of the school buildings. This
service gives your school access to professional advice from qualified and experienced
Property Services staff.
No charge is made for advice of up to 4 hours per annum from surveyors,
mechanical or electrical engineers. Additional hours will be charged at an hourly
rate. Charges may also be made if advice on individual items is more than an
hour, this will be discussed with the school in advance
You can telephone or email a surveyor, mechanical or electrical engineer for
advice and support as and when required, during normal working hours (8.45am
to 5.00pm Monday to Thursday, and 8.45am to 4.30pm on Friday). Your school’s
allocated surveyor will be familiar with your buildings and any maintenance
issues. If you require urgent advice and your own surveyor is not available, a duty
surveyor will be available during normal working hours
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The service includes a periodic visit to your school by your school’s allocated
surveyor or engineer to deal with specific maintenance issues and your schools
repairs and maintenance in general
Property Care Helpdesk
Many straightforward repairs can be dealt with by the school without involving
Property Services, either by your caretaker or a small local contractor. We
encourage this, as it is cheaper for the Council as a whole and reduces the
number of people involved in the process. You need to be aware, however, that
the school is responsible for ensuring that any work is carried out in accordance
with appropriate health and safety rules
In the case of more complicated repairs, you may wish for the work to be
overseen by a qualified surveyor or engineer from Property Services. In this case,
you can ask the Helpdesk to arrange this
Our in-house building repairs team may be able to carry out the required work
alternatively it may be necessary to appoint an appropriate outside contractor.
Property Services makes no charge for this service. The school will, however, be
responsible for paying for the repair work

The following services are chargeable.
Statutory Testing
School buildings are subject to a number of statutory regulations covering critical
health and safety areas. The following tests and inspections are required by law and
failure to ensure they are carried out may result in prosecution. We are concerned that
some schools may be unaware of these responsibilities. a) Statutory tests and
inspections that are not normally included in a regular service contract b) Statutory
tests and inspections that are normally included in a regular service contract c) Fixed
electrical installation testing (every five years) d) Fire alarm systems (ongoing) e)
Portable appliance testing (annual) f) High voltage sub-station inspection (every two
and five years) g) Disabled WC alarms (annual) h) Intruder alarm systems connected to
a monitoring station with police response (ongoing) i) Lifts (annual with five year and
ten year insurance inspections) j) Gas & oil appliance testing (excluding school
kitchens) (annual) k) Air conditioning inspection (every five years) l) Gas-fired radiant
heaters (annual) m) Display energy certificates (DECs) (annual) n) Sealed system
expansion equipment (annual) o) Legionella testing (ongoing) p) Sprinkler systems
(annual) q) Oil storage systems (every two years) r) Woodchip & wood pellet boilers
(annual) Property Services have set up arrangements with contractors to carry out the
tests and inspections c, m and o above. Schools may opt into any or all of these
contracts, details below. If schools do not opt in to these contracts, then they must
make alternative arrangements for these and all the other tests and inspections listed
above and provide Property Services with appropriate evidence (normally a test or
inspection certificate) as a record that the work has been carried out. Property Services
can manage arrangements on behalf of the school and maintain the required records,
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thus ensuring that the school and the Council comply with their legal responsibilities
for the following:

(c) Fixed electrical installation testing (every five years) (m) Display energy
certificates (DECs) (annual) (o) Legionella testing (ongoing)
Property Services will agree the programme of testing visits with each contractor
and provide this to the school. The contractors will then contact the school to
make the appointments to carry out the testing. Property Services will receive
and pay the invoices from the contractor
The school will pay the costs of the testing plus a Property Services management
charge. In the case of fixed electrical testing if enough schools are interested it
may be possible to pay an annual sum into a pooled fund to enable schools to
spread out the cost of these tests that otherwise might put a strain on their
individual school’s budget
The cost of these contracts will be school specific, based on the size of the school
and number of fittings, services etc. There will be a Property Services
management fee of £30 per year per contract opted into

Energy procurement and Management
Following a tender exercise the Council has entered into an energy purchasing
agreement with West Mercia Energy. Schools can opt into the electricity or gas
contracts in any required combination
The West Mercia Contract includes the provision of detailed information on
consumption and costs and a free helpdesk for dealing with supply and billing
problems
There will be no charge directly from Property Services for opting into this service.
The council will receive a small rebate from the suppliers, which will fund the
procurement of the contracts and access to Systemslink, it also funds the
provision of energy efficiency and carbon reduction advice at no extra cost to
schools that have opted in to the service
The contract with West Mercia is a flexible energy contract which is a fairly
complex arrangement, but has to date provided schools with very competitive
energy prices. Please contact Property Services if you require further details
The Council is required to provide commitments to buy minimum amounts of
energy. It will therefore not be possible for schools to opt out of this service after
having made their initial decision. However, the Council is confident that schools
buying electricity or gas independently will always pay significantly more than
through the Council contracts
The following services are available for purchase on a Pay-as-you-go basis:

Design Service
If you are considering a self-help project, then we offer a free initial advisory
service to discuss the possible options available for any project that you are
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considering progressing as a self-help scheme. This would normally take the form
of a visit to the school to meet with the Head Teacher at the early inception stage
of a possible project before any drawings have been produced
Property Services’ charges will depend on the size of the project and the nature
of the work. The basis of the fees and an estimate of the costs will be provided at
the start of the project
If you decide to go ahead with the project, Property Services can manage the
project on your behalf. We can provide your school with a comprehensive design
and project management service for all types of property-related projects

Valuation & Estates
Property Services can provide help to schools in the following areas of estate
management: Schools boundaries; Boundary disputes and encroachments;
Community use of school facilities; Disposal of property
You should be aware that, with all of these services, we may have to act for the
interest of the Council as a whole at the same time as we are providing a service
to the school. There are also legal restrictions on schools’ powers in these areas
unfortunately, this means that we may not always be able to comply with the
wishes of the school. If this happens, we will always explain to you why this is the
case
Property Services’ charges will depend on the size of the project and the nature
of the work. The basis of the fees and an estimate of the costs will be provided at
the start of the project

Building Repairs
The Building Repairs Team can carry out minor repairs for schools
The service is accessed by contacting the Property Care Helpdesk. All requests to
the helpdesk for a repair that the building repairs team have the resources and
skills to carry out will be allocated to the team
Property Services will charge a labour rate and materials at cost plus 10%

What is not included in your service
There may be a requirement for specialist professional advice that Property Services
does not have in house such as Structural engineering services. If these services are
required in connection with any works Property Services is delivering for the school we
can procure and manage these on a school’s behalf at cost.

Service Level Agreement (SLA) explanations
This service is offered on a rolling annual contract basis.

Terms and conditions
Where schools make use of the service contracts set up by Property Services schools
are responsible for setting up orders, paying invoices and generally liaising with
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contractors directly. The Emergency Repair fund and Statutory Testing (pooling for five
yearly fixed electrical testing) is subject to a minimum buy back by schools. The rules
relating to the way that schools will be treated fairly and consistently if they opt for
option A or B (1.8.2 or 1.8.3) will be provided to you if you opt in for either of these.
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Telephony Systems for Maintained Schools
and Academies (Centrex)
Description of service
We offer a telephony system for
maintained schools and academies
that allows you to use a host of
features on individual telephone
numbers without the need to pay
capital costs for expensive PBX
switchboard systems or ongoing
maintenance contracts. Internal calls
are free of charge which includes
other South Gloucestershire schools
and academies on the Centrex
system and to the main Council sites.
We provide full support including
initial set up, faults and ongoing
advice. The system can also include
Voice mail, UCD and Auto Attendant
services at competitive prices. The
Centrex system is flexible and
scalable to suit your business needs.

Why choose us?
We have been providing this Service to the education sector for over 15 years and have
the expertise and knowledge to advise you on the correct set up for your organisation.
We have a skilled helpdesk team who can offer support Monday to Friday 8:45 -17:00.
We pride ourselves on providing outstanding customer service and understanding the
service we provide to you. We offer very competitive rates and have not increased our
line rental charges since we originally offered this solution over 15 years ago. We have a
dedicated Helpdesk available for support and fault reporting.

Benefits
Cost effective
Reliable
No Capital expenditure on expensive equipment – standard telephones work
No maintenance costs

What clients say
“The Centrex system is a reliable service that provides good call quality. The service
provided in adding additional lines and fixing any faults is excellent” Marlwood School
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Service offer
Individual telephone numbers for each line to dial in and out, transfer calls, pick
up calls and more
Free Internal calls to other Schools with the same system and to Council offices
Flexibility to add and remove features when required
Dedicated Helpdesk available for support
Four hour response time with our Network Provider on faults

What is not included in your service
We do not provide PBX Equipment, CAT5 Cabling, ISDN or mobile services.

Service Level Agreement (SLA) explanations
This service is offered on a rolling annual contract basis. Line Rental and voice mail are
charged monthly per line. There are more specific features other than the above
basic/generic ones which can be configured for lines at various costs. We have a 30 day
lead time for new installations subject to planning. Existing premises requesting
additional lines have a 10 day lead time. We have a four hour response time on faults.
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Trees (Arboricultural Services) for Schools
and Academies
Description of service
We provide you with arboricultural
inspections, surveys and advice
including health and safety tree
audits, tree planting plans and tree
management plans. We advise you
on tree root related subsidence
investigations and on tree related
planning issues. We respond to tree
emergencies and specify tree works
to contractors on your behalf.

Why choose us?
We have a team of experienced and qualified arboriculturists with a wide range of
skills and knowledge who can offer a quality arboricultural service. Having experience
in both the private and public sectors and coming from a background in tree surgery
and consultancy, our team is able to make informed prescriptions for tree works. We
are also able to use our contracting experience to ensure that the tendered prices are
competitive and reasonable. Having worked for many years with schools undertaking
tree inspections and offering advisory services we have a good background knowledge
of the educational tree stock. Managing South Gloucestershire Council’s trees on a
daily basis and liaising with residents and other stakeholders has given us the skills
and knowledge to offer a balanced approach to tree management whilst maintaining
excellent arboricultural standards. We use the latest technology for data collection
ensuring quick and accurate collection of information and have the ability to create
reports that are relevant and useful.

Benefits
Quantified risk assessments to meet HSE standards
Ability to meet your school’s legal Duty of Care
Access to a common sense approach to tree management
Confidence that necessary tree works are carried out to lower the risk of harm to
acceptable levels prescribed
An enhanced learning environment and educational resource through having a
good healthy tree stock

Service offer
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Site Tree Survey
Every three years it is recommended that you have a site tree survey. We offer a
comprehensive site survey which includes a condition appraisal of, and prioritised
recommendations for, all trees over 75mm diameter when measured at 1.5metre
above ground level.
Health & Safety Works
Our team will carry out the health and safety works generated from the survey that are
required to complete to meet your duty of care and occupiers liability. We will also
carry out health and safety works identified between surveys.
Tree Surgery
We will provide work specifications and carry out the necessary liaising with
contractors.

What is not included in your service
BS5837 reports to support planning applications as there is a conflict of interest as we
would have to comment on these reports in the planning context.

Service Level Agreement (SLA) explanations
Tree Surveys
The cost of a site tree survey is banded according to the number of trees on site and
charged when the site survey is carried out:

Band A: less than 100 trees Band B: 100 – 200 trees Band C: more than 200
trees
Health & Safety Works
Site visits to instruct and liaise with contractors for health and safety works subsequent
or in addition to those identified in the site surveys are charged at a fixed fee for any
arboricultural matter, including tree-related insurance issues. Please note this does not
cover the costs of any works commissioned. All other works are priced on request. We
will respond to emergencies within 24 hours. Other requests will be responded to
within 10 days.
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2 Human Resources
Through our long standing relationships with schools and academies, we understand
the pressures you are under to perform to the highest standards, and how challenging
it can be where there are people issues. Our experienced team is known and trusted
to work in partnership with schools and academies with a focus on providing
pragmatic solutions to those people issues but always to suit your setting. We offer a
range of specialist services. With HR management and casework you will get a named
HR Officer to support you, policies and procedures tailored to your needs and advice
on the complexities of pay and conditions and safeguarding. The HR administration
service will go the extra mile, working with you to get your staff paid correctly and on
time and you will get specialist advice on such areas as the single central record and
DBS. Our Health and Safety solutions enable you to assess your risks and to focus on
what is urgent and important. We also offer access to Trade Union Representatives, Eteach recruitment advertising, and pooled schemes for maintained schools to provide
financial cover for people related issues such as staff sickness, maternity and
redundancies.
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HR – Administration
Description of service
We offer a comprehensive HR Administration service which is essential if you also
purchase one of the Payroll Services (See section 2.4 for academies or 2.5 for
maintained schools). Our service offers specialist advice in areas such as your single
central record, Disclosure and Barring Service (DBS) checks, maternity leave and pay.
Please note that there is a significant cost benefit to you if you purchase this service
together with HR Management and Casework (section 2.3)

Why choose us?
We have a dedicated team of staff with extensive knowledge in processing a
wide variety of HR transactions for schools and academies, dedicated to ensuring
staff get paid on time and correctly.
We are experienced in producing contractual documentation for your staff and
are skilled in dealing with enquiries on pay and conditions for support staff and
teachers.
As a team we have the expertise to provide advice and guidance on school
specific HR issues, e.g. the Single Central Record, changes in DBS, amendments
to Teachers’ Pensions and areas such as maternity and other leave provisions.
We offer a school/academy focused accessible approach to deliver your
administration and payroll requirements (when payroll and SIMS support is also
purchased).
We understand the challenges faced by schools and academies and therefore we
always go the extra mile to support your HR administration requirements.

Benefits
By subscribing to HR Administration you will:
receive a personal and focused service from a team with extensive knowledge in
the processing of a wide variety of HR transactions
be advised of teaching and support staff terms and conditions and be supported
in your use of HR systems and procedures
be confident that our team are committed to processing your payroll instructions
accurately and on time; and
have support that you can call on for your school/academy administrators, with
specific guidance notes when required

Service offer
Your subscription will include general HR Administration and, in conjunction with
Payroll Services and SIMS Support, you will obtain an integrated payroll system for
your school/academy.
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General HR administration
We undertake checks on qualified teacher status
We provide safeguarding support through carrying out checks on the relevant
barring lists, processing DBS disclosure applications for employees (subject to an
external DBS fee) and advising on the Single Central Record
We prepare and issue contractual documentation* including the provision of a
‘pension’ letter for teaching and support staff (please refer to the ‘Excluded’
section for some exemptions)
We provide a Vacancy Bulletin to schools/academies (subject to the additional
purchase of E-teach)
We issue letters for pensions auto enrolment from the auto enrolment staging
date*
We verify personal data for teachers' pensions (a school/academy requirement
which the administration service undertake for you)
*Please note that you will need to buy SIMS support for these services to be provided
HR administration provided as part of an integrated service where Payroll Services
and SIMS support are also purchased.
We process starters, changes and leavers for contracted employees
We can process supply teachers for you on an individual school/ academy basis
for an additional fee
We scrutinise pre-payroll documentation where appropriate and follow up errors
to ensure that your teachers and support staff are paid correctly
We provide briefing notes to assist school administrators in relation to SIMS as
well as a bulletin to alert them to changes in processes
We register new teachers with Teacher Pensions
We advise on and administer maternity, shared parental leave and adoption
provisions
We process pay ‘factor’ changes for your support staff after 5 years’ service (when
they are entitled to additional annual leave)

What is not included in your service
Separate charges will apply for the following bespoke pieces of work:
where we currently issue contractual documentation for you there will be an
additional charge where you wish to make amendments to your contract
template or for academies when you need our payroll system to be changed
because of locally agreed pay and conditions for your staff which are outside of
the maintained schools’ standard framework (we will provide you with a quote
for the amendments which you have requested)
in such circumstances where you may convert to academy status, then if you are
a South Gloucestershire Council locally managed school the TUPE of your school
will be undertaken by us as part of our SLA with South Gloucestershire Council.
However, if you are a VA school converting to an academy or from an Academy
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Trust to another Academy Trust then we will provide you with a quote for
undertaking this service for you; and
if you are not a South Gloucestershire school and you buy in HR administration or
the combined HR Management and Casework support and HR Administration,
as part of our standard service we will provide you with a template for contractual
documentation for you to issue to your staff locally. In addition we can issue the
contractual documentation for you for an additional charge. Please contact us for
more information

Service Level Agreement (SLA) explanations
Hours of service are – 8.45am to 5pm Monday to Thursday, 8.45am to 4.30pm Friday.
This service is offered on a rolling annual contract basis.
HR administration only
(you will need to buy Payroll Services from South Gloucestershire Council and SIMS
support for this service to be provided) is charged as a fixed fee plus a charge per
employee contracted post. Supply teachers that require setting up will be charged for
retrospectively at a fixed fee per supply teacher.
Setting up charges
Additional charges may be identified where significant work is required for new
customers for the provision of an HR administrative service (e.g. to check or reconcile
staffing information or records). Any additional costs will be clarified and agreed with
you prior to the work being undertaken.
Other charges
Disclosure and Barring Service (DBS) Checks
processing of DBS disclosures for contracted staff and supply teachers is included
in the HR Administration service but you will be charged the external fee of
£44.00 per check (this is subject to alteration depending on the charges for the
DBS)
you will be charged an additional processing fee if you buy only the HR
Management and Casework Support Service
a processing fee applies for volunteers requiring a DBS check, in addition to the
DBS external fee
Occupational health (IMASS) This service is available on a Pay-As-You-Go basis to all
maintained schools within South Gloucestershire and for other schools and academies
if you purchase HR Management and Casework or the combined HR Management
and Casework and HR Administration service. If you purchase HR Administration only
you may purchase Pre-employment checks but not the HR related aspects, for
example referrals. See Section 2.3 for full details and prices. HR Administrative
Support To support bespoke project work including specific additional training or
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support to School Administrators, HR Administrative support can be purchased at an
hourly rate. POA. Training
you will be notified of training opportunities and the cost of each individual
training event
a discounted rates are available if you purchase either or both of HR
Administration and HR Management and Casework
we can also offer bespoke training to your school/academy at an agreed price
a visit to your school/academy can be provided to train your School Administrator
for a fee to be agreed with you

Terms and conditions
Schools and academies can purchase Eteach on an annual basis if they purchase the
HR Administration Service or the combined HR Administration and HR Management
and Casework Service. For further details of Eteach see section 2.3.

What clients say
"The HR admin team are always extremely helpful, especially those who look after my
school. It is helpful to have individuals looking after specific schools as this helps to
build relationships. HR also understand how busy it is in schools and the diversity of
issues that can occur. I have found HR to be completely informative and
knowledgeable and on the odd occasions when they haven’t known the answer to any
queries they have completed research in order to be able to answer them. The team
are friendly and approachable. I feel my HR contact has a vast amount of knowledge
and would never be afraid to ask anything". Barley Close Primary School
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HR – Management and Casework
Description of service
We offer a comprehensive service for HR Management and Casework. This provides
you with the people management support you will require when you need it. You will
have access to specialist HR advice and support, including a named HR Officer, to
enable you to reach pragmatic outcomes when you have staffing issues. We also
advise on staffing reductions, restructuring and provide general advice on TUPE. You
will be guided through the complexities of support staff and school teacher pay and
conditions and receive model HR policies and procedures. We have a wealth of
experience in safer recruitment and safeguarding within the HR context. Please note
that there is a significant cost benefit to you if you purchase this service together
with HR Administration (section 2.2)

Why choose us?
We are established providers of high quality HR solutions for schools/academies
with positive client relationships built on trust and our understanding of the
education sector
We are a highly qualified, experienced and professional HR Team with excellent
awareness of local, regional and national HR issues affecting schools/academies
through our networking with the DFE, Local Government Employers and
relationships with professional associations/trades’ unions
We offer a modern, pragmatic approach to conflict resolution
We understand how schools and academies operate
We act with integrity; ensuring that we act in accordance with the best interests
of your school/academy
We ensure that you are allocated a named HR Officer
We can deliver training that is tailored to the needs of your school/academy

Benefits
By subscribing to HR Management and Casework Support you will:
obtain pragmatic HR advice and guidance from school/academy specialists
receive our model HR policies and procedures which have been subject to
consultation with professional associations/ trades’ unions
have access to an experienced team who can help you to manage safeguarding
issues in an HR context
obtain regular HR news bulletins and email alerts to update you on HR issues
for academies who have specific Joint Consultative Committees (with
professional associations/trades’ unions) we will attend up to three of these
meetings per school year to support and advise you at those meetings
be entitled to discounted rates for HR training sessions
be able to purchase E-teach for school or academy adverts at preferential rates
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be able to purchase an Occupational Health Service (IMASS) on a Pay-As-You-Go
basis ; and
be able to purchase a Staff Counselling Service on a Pay-As-You-Go basis

What clients say
"We receive excellent support from South Gloucestershire HR for schools/academies.
They have guided us through a number of complex and sensitive staffing issues, in
which their knowledge and experience have been invaluable. They are always ready to
provide advice whenever needed, whether in response to a quick question or a
detailed issue. This provides reassurance to school leaders and governors, especially
when dealing with a situation which we have not previously encountered". Executive
Headteacher, Downend and Mangotsfield Secondary Schools

Service offer
Your subscription will include advice and guidance:
on general employment legislation and its implications at school/academy level
on staff employment issues such as absence management, conduct,
performance management, staff restructuring and/or staffing reductions,
grievance or dispute situations, and general advice on TUPE
on recruitment procedures, including those for Headteachers/Principals
on flexible working and leave of absence issues
on the employment aspect of safeguarding responsibilities including safer
recruitment
through the provision of HR model policies and procedures
on how to interpret the complexities of support staff and school teacher pay and
conditions
on Job Evaluations (this can be offered to maintained South Gloucestershire
schools only as a result of external restrictions); and
through the provision of a secure website

Additional services
Eteach
Eteach is an online education recruitment service where schools and academies can
advertise posts to teachers, school leaders and support staff. If you purchase any
combination of HR Management and Casework or HR Administration then you can
purchase Eteach at a preferential rate.
Occupational health (IMASS)
Our occupational health service partner provides occupational health referrals and
pre-employment checks. IMASS:
will assess referrals and assign individual cases to an Occupational Health (OH)
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Nurse or an OH Physician as appropriate. An individual referral may not require
an appointment, may involve a single appointment or there may be more than
one depending on the complexity of the case
will provide the professional opinion of an Independent Registered Medical
Practitioner as to whether a support staff member is suffering from a condition
that would enable him/her to access ill health retirement benefits. They can
provide ill health retirement certification to comply with requirements for a
support member who is a member of the Avon Pension Fund
will obtain GP reports if necessary; and
conduct pre-employment checks
Staff counselling (Interchange)
We partner with a counselling support service to provide your staff members with the
opportunity to see a counsellor about anything that is worrying them - work, personal
or family problems to help them to find their own answers. Staff are offered up to four
sessions and on the advice of the counselling service two further sessions may be
offered.

What is not included in your service
Due to external factors, we cannot carry out job evaluation in relation to academies.
South Gloucestershire Schools and academies that do not subscribe to Trades' Union
facilities time and academies academies external to South Gloucestershire, will need
to establish their own local working arrangements with professional
associations/Trades' Unions. Separate charges will apply for bespoke pieces of work
including:
note-taking at meetings unless you have purchased the services of a note-taker
from us for a formal hearing
if you are a VA school converting to an academy or from an Academy Trust to
another Academy Trust then we will provide you with a quote for undertaking
this service for you. If you are a South Gloucestershire Council locally managed
school the TUPE of your school will be undertaken by us as part of our SLA with
South Gloucestershire Council; and
if you are not a South Gloucestershire school and you buy in HR administration or
the combined HR Management and Casework support and HR Administration,
as part of our standard service we will provide you with a template for contractual
documentation for you to issue to your staff locally. In addition we can issue the
contractual documentation for you for an additional charge. Please contact us for
more information

Service Level Agreement (SLA) explanations
Hours of service are – 8.45am to 5.00pm Monday to Thursday, 8.45am – 4.30pm
Friday This service is offered on a rolling annual contract basis.
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HR Management and Casework Support only
Is charged as a fixed fee plus a charge per employee contracted post.
HR Management and Casework Support when combined with the HR administration
service
Attracts a discounted rate compared to buying either service in isolation. The
combined service is charged as a fixed fee plus a charge per employee contracted
post. Supply teachers that require setting up will be charged for retrospectively at a
fixed fee per supply teacher. These are the charges for individual schools and
academies. Multi Academy Trusts will be charged these fees for each individual
academy within the Multi Academy Trust.
HR Consultancy support
To support bespoke work, for example carrying out an investigation on behalf of a
Headteacher/Governing Board, note taking at formal hearings, designing and carrying
out staff exit surveys, producing school/ academy specific policies, HR consultancy
support is available at an hourly rate. Please contact us for further information and
prices.
Training
You will be notified of training opportunities and the cost of each individual training
event. A discounted rate is available if you purchase either or both of HR Management
and Casework and HR Administration. We can also offer bespoke training to your
school/academy at an agreed price.

Eteach
If you purchase any combination of HR Management and Casework or HR
Administration then you can purchase Eteach at a preferential rate. For an annual
subscription you can advertise an unlimited number of posts. Annual subscription
rates for primary and special schools and academies are charged in bands depending
upon the number of employee contracted posts per school/academy. For secondary
schools and academies there is a fixed fee.

Occupational health (IMASS)
This service is available on a Pay-As-You-Go basis to all maintained schools within
South Gloucestershire and for other schools and academies if you purchase HR
Management and Casework or the combined HR Management and Casework and HR
Administration service. Indicative costs are available on request.

Staff counselling (Interchange)
Our counselling support service is available on a Pay-As-You-Go basis per session to all

39/141

Integra

maintained schools within South Gloucestershire and for other schools and academies
if you purchase HR Management and Casework or the combined HR Management
and Casework and HR Administration service.

Terms and conditions
Please note that the external services which schools and academies can access
through HR Management and Casework for Schools and Academies will continue to
be available for the duration of the strategic alliance or formal agreement with those
external service providers which include E-teach, IMASS and Interchange. Should
there be a change in external provider or an increase in price due to external factors
then schools and academies will be notified accordingly together with any revision in
the prices which must be charged to schools and academies as a result.
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Payroll and Pension Services for Academies
Description of Service
We offer an efficient and reliable
payroll and pensions’ service. Using
modern and fully integrated
HR/Payroll systems, we enable you to
manage your staff payroll
requirements and be confident that
your pension’s responsibilities will be
administered accurately and on time.
We are committed to continuous improvement with the aim of providing excellent
value for money.

Why choose us?
The Payroll Service is a unit of South Gloucestershire Council. We have a wealth of
knowledge working in the education sector and is managed by a payroll professional
with over 30 years’ experience, including nearly 20 years delivering payroll and
pensions to schools. We pride ourselves on our accuracy and timeliness, are fully
compliant with legislative requirements and have never failed to deliver statutory
returns by the given dates. We at payroll have a close working relationship with
Schools HR and Schools Finance, improving first time accuracy of payments to staff
and ensuring a timely transfer of costing information to improve budget reporting. The
payroll service will offer you:
suitably qualified members of staff
price benefits from economies of scale and stability for the three year period
taking advantage of favourable terms agreed with our systems provider
accurate and timely payments to staff and third parties
full compliance with statutory and legislative requirements
production of monthly costing file
confidentiality as per Data Protection Act
provision of financial/controlled stationery
single point of contact for all payroll questions or queries
payroll administration of salary sacrifice schemes
document retention for statutory period; and
self-service option for monthly pay advice

Service offer
We ensure accurate and timely payments to employees via a monthly bacs payment.
We also ensure all mandatory third parties deductions are made and delivered to
appropriate agencies when requested. The payroll service is registered as a
BACS bureau making payments easy to manage directly from the customer bank
account. The added value to customers includes the benefit of pension’s
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administration including the calculation and deduction of pension contributions in
line with current agreed rates. We also manage the statutory requirement to
administer auto-enrolment. Pension contributions are forwarded to the respective
Schemes in line with agreed timetables along with details of any changes to
employee membership. The annual pension returns are also managed within the
service and are audited annually for accuracy and compliance. Following monthly
processing we will provide a Payroll Summary Analysis, a Payslip File, a Statement of
Pay Bill, a List of 3rd Party Payments and a Financial Costing Report. Other reports may
be available on individual demand.

What is not included in your service
Additional work following industrial disputes
Bespoke report writing

Service Level Agreement (SLA) explanations
This service is offered on a rolling annual contract basis. Charges for the standard
payroll and pension service are based on the number of pay advice transactions
generated each month. Employee allowances will be charged per claim. Additional
charges will be levied to cover the cost of administering employee benefits such as
salary sacrifice schemes or employee loan schemes. All charges include document
retention.

Service Standards
All employees will be paid by BACS
We will implement pay awards within 1 month of announcement
We liaise with Avon Pensions to provide pension estimates within 21 days of
request

Academy responsibilities
Documentation for exception of starter/variation to contract and leaver forms
must be submitted to
Payroll by 5th working day of the month
Documentation and information relating to starter/variation to contract and
leaver forms must be sent to payroll as soon as it becomes available
All documentation must be clearly/accurately completed and signed by an
authorised signatory
Documentation for paper mileage and expense claims to be submitted to payroll
by 10th working day of the month

Terms and conditions
In addition to the standard terms and conditions the following also apply to this
service.
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The Payroll Service will provide services in line with this offer
Charges for the standard payroll and pension service and employee allowances
will be calculated at the rates shown above and invoiced monthly in arrears
Charges for miscellaneous additional work will be agreed in advance and
charged by invoice when completed
Invoices should be paid within 14 days of invoice date
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Payroll and Pension services for Maintained
Schools
Description of service
We offer an efficient and reliable
payroll and pensions’ service. Using
modern and fully integrated
HR/Payroll systems, the service will
enable you to manage your staff
payroll requirements and be
confident that your pension
responsibilities will be administered
accurately and on time. Once paid,
the costing information will be
interfaced automatically into the
Civica Financial Management System
to enable accurate and single point
reporting.
We are committed to continuous improvement with the aim of providing excellent
value for money.

Why choose us?
The Payroll Service is a unit of South Gloucestershire Council. We have a wealth of
knowledge working in the education sector and is managed by a payroll professional
with over 30 years’ experience, including nearly 20 years delivering payroll and
pensions to schools. We pride ourselves on our accuracy and timeliness, are fully
compliant with legislative requirements and have never failed to deliver statutory
returns by the given dates. We at payroll have a close working relationship with
Schools HR and Schools Finance, improving first time accuracy of payments to staff
and ensuring a timely transfer of costing information to improve budget reporting.

Benefits
The payroll service will offer you:
suitably qualified members of staff
over 30 years’ experience in education payroll and pensions
price benefits from economies of scale and stability for the three year period
taking advantage of favourable terms agreed with our systems provider
accurate and timely payments to staff and third parties
full compliance with statutory and legislative requirements
transfer of a costing file to the SGC Financial management System, or costing file
if required
confidentiality as per Data Protection Act
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provision of financial/controlled stationery
single point of contact for all payroll questions or queries
payroll administration of salary sacrifice schemes
document retention for statutory period; and
self-service option for monthly pay advice

Service offer
We ensure accurate and timely payments to employees via a monthly BACS payment.
We also ensure all mandatory third parties deductions are made and delivered to
appropriate agencies when requested. The payroll service is registered as a
BACS bureau making payments easy to manage directly from the customer bank
account. The added value to customers includes the benefit of pension’s
administration including the calculation and deduction of pension contributions in
line with current agreed rates. We also manage the statutory requirement to
administer auto-enrolment. Pension contributions are forwarded to the respective
Schemes in line with agreed timetables along with details of any changes to
employee membership. We manage your annual pension returns and are audited
annually for accuracy and compliance.

What is not included in your service
Transfer to Academy Status
Additional work following industrial disputes
Bespoke report writing

Service Level Agreement (SLA) explanations
This service is offered on a rolling annual contract basis. Charges for the standard
payroll and pension service are based on the number of pay advice transactions
generated each month. Employee allowances will be charged per claim. Additional
charges will be levied to cover the cost of administering employee benefits such as
salary sacrifice schemes or employee loan schemes. All charges include document
retention.
Service Standards
All employees will be paid by BACS
We will pay the right person the correct amount on 100% of occasions
We will pay statutory and other deductions on time for 100% of occasions
We implement pay awards within 1 month of announcement
We liaise with Avon Pensions to provide pension estimates within 21 days of
request
Schools’ responsibilities
Documentation for exception of starter/variation to contract and leaver forms
must be submitted to Payroll by 5th working day of the month
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Documentation and information relating to starter/variation to contract and
leaver forms must be sent to payroll as soon as it becomes available
All documentation must be clearly/accurately completed and signed by an
authorised signatory
Documentation for paper mileage and expense claims to be submitted to payroll
by 10th working day of the month

Terms and conditions
In addition to the standard terms and conditions the following also apply to this
service:
The Payroll Service will provide services in line with this offer
Charges for the standard payroll and pension service and employee allowances
will be calculated at the rates shown above and invoiced quarterly in arrears
Charges for miscellaneous additional work will be agreed in advance and
charged by invoice when completed
Invoices should be paid within 14 days of invoice date
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Schools’ Severance Scheme – for South
Gloucestershire Primary and Special
Maintained Schools Only
Description of service
Our schools’ severance scheme provides financial reimbursement for redundancy,
severance, and pension payments made to school employees in situations where
there is an agreed, demonstrated, financial reason to reduce staffing levels. The school
must comply with the specified scrutiny arrangements and follow the necessary HR
procedures. This scheme is only available to South Gloucestershire maintained primary
and special schools.

Why choose us?
Our team have a wealth of experience and knowledge with over 25 years’
experience working with schools and in the education sector
We offer a range of financial services to schools and academies, including
financial management support, training, cover for maternity absence and
sickness
The scheme was set up in consultation with schools and as providers of financial
support to all maintained schools in South Gloucestershire, we are well placed to
support you
Having this cover means we are aware of changes in your school and the effect
these can have on your budget setting and monitoring, enabling us to give you a
more comprehensive financial support service to your school.

Benefits
Well established, pooled scheme run by a team who already know you and your
school, helping to spread the risk and share any surplus
Reduces the financial risk to your budget
Reimbursements are posted directly into schools’ accounts

Service Offer
Our pooled redundancy scheme provides financial reimbursement of teachers’
severance costs and support staff’s severance and pension costs. Subscription and
conditions include:
Reimbursement where a financial reason to reduce staffing levels is
demonstrated, compliant with prevailing schools HR policies and agreed in
advance of any requests being made by the school
Decisions are subject to the approval of South Gloucestershire Council, Schools in
Financial Difficulty Group and the Director of Integra
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A cap of £25,000 contribution is applied to any individual case, including pension
costs for support staff, but not for teachers
A cap of £100,000 per school is applied in any financial year
The school must meet annual pension costs for teaching staff

What is not included in your service
Secondary schools and academies are excluded from the scheme
It does not provide reimbursement for early or flexible retirement
Lunch break, extended services staff and staff employed for commercial activities
e.g. teaching schools, cluster work, and non-school based staff are excluded from
the scheme.

Service Level Agreement (SLA) explanations
The scheme operates as an internal pooling scheme, whereby the redundancy costs
are shared amongst the participating schools. Subscriptions are based on December
FTE figures with any surplus returned or deficit charged to the schools at the end of
the financial year. Integra Schools charge an administration fee per FTE which is
included in the costs. This service is offered for a one year contract period for primary
and special maintained schools. As it is a pooled scheme, no variations can be made
within the contracted period unless your school becomes an academy. In this case you
will be reimbursed pro-rata for the remainder of the period after which you convert.
Reimbursements will only be made upon evidence of receipt of costs incurred and
where the school has sought approval in advance as set out in the service offer. It is the
responsibility of the school to inform Integra Schools Finance of any applications
where costs have not been received by the end of the financial year. Once the pool has
closed no applications relating to the previous financial year will be paid.

Terms and conditions
As this is a pooled scheme, a sustainable level of subscription must be achieved for it
to operate.

48/141

Integra

Schools’ Sickness Scheme – for South
Gloucestershire Primary and Special
Maintained Schools Only
Description of service
Our Schools’ Sickness scheme provides financial reimbursement for teaching and
support staff absent through sickness to cover the cost of employing their
replacement. The scheme is available to South Gloucestershire maintained primary
and special schools only.

Why choose us?
Our team have a wealth of experience and knowledge with over 25 years’
experience working with schools and in the education sector
We offer a range of financial services to schools and academies, including
financial management support, training, cover for maternity absence and
sickness
The scheme was set up in consultation with schools and as providers of financial
support to all maintained schools in South Gloucestershire, we are well placed to
support you
Having this cover means we are aware of changes in your school and the effect
these can have on your budget setting and monitoring, enabling us to give you a
more comprehensive financial support service to your school.

Benefits
Well established, pooled scheme run by a team who already know you and your
school, helping to spread the risk and share any surplus
Reduces the financial risk to your budget
Reimbursements are posted directly into schools’ accounts

Service offer
Schools have the option of joining the scheme to cover:
Teaching staff only
Non-teaching staff only
Both teaching and non-teaching staff
Special school teaching staff only
Special schools Non-teaching staff only
Both special schools teaching and non-teaching staff
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Subscription includes:
All teachers and non-teaching staff – with exceptions, as below. There is no
additional premium for new starters throughout the year
Includes short term sickness, long-term sickness and phased return to work
All sickness absence is covered from the 6th day of absence
Short term claims are paid at three rates for primary teaching staff, special
schools teaching staff and non-teaching staff from working day 6 to working day
30
Long term claims are paid from day 31 at actual staff costs
Phased return to work claims must be agreed by Occupational Health & HR and
are paid at a set weekly rate.

What is not included in your service
Secondary schools and academies are excluded from the scheme
Lunch break and extended services staff are excluded from the scheme
Our schemes do not provide reimbursement for bereavement or compassionate
leave
Periods of sickness absence which commenced prior to joining the scheme are
not covered.

Service Level Agreement (SLA) explanations
The scheme operates as an internal pooling scheme, whereby the sickness staff costs
are shared amongst the participating schools. Subscriptions are based on December
FTE figures with any surplus returned or deficit charged to the schools at the end of
the financial year. Integra Schools charge an administration fee per FTE which is
included in the costs. This service is offered for a one year contract period for primary
and special maintained schools. As it is a pooled scheme, no variations can be made
within the contracted period unless your school becomes an academy. In this case you
will be reimbursed pro-rata for the remainder of the period after which you convert. At
the end of the financial year, all outstanding claims must be submitted by the date
indicated in the year-end procedure notes circulated by Integra Schools Finance. Once
the pool has closed and any surcharges/refunds are calculated, no further claims can
be made from the pool for that year. Any claims received after the deadline given will
not be paid.

Terms and conditions
As this is a pooled scheme, a sustainable level of subscription must be achieved for it
to operate.
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Special Staff Costs (including maternity) for
South Gloucestershire Maintained Schools
Description of service
Our Special Staff Costs scheme provides financial cover for teaching and support staff
absence and awards, such as:
Maternity leave including school summer holiday cover if the individual returns
within seven days of the start of school summer holidays
Paternity leave
Adoption leave
Suspension
Jury service
Attendance as a magistrate, councillor or member of a schools’ admissions
appeal panel
Long service awards
The scheme is available to South Gloucestershire maintained primary, secondary and
special schools only.

Why choose us?
Our team have a wealth of experience and knowledge with over 25 years’
experience working with schools and in the education sector
We offer a range of financial services to schools and academies, including
financial management support, training, cover for sickness and severance
The scheme was set up in consultation with schools and as providers of financial
support to all maintained schools in South Gloucestershire, we are well placed to
support you
Having this cover means we are aware of changes in your school and the effect
these can have on your budget setting and monitoring, enabling us to give you a
more comprehensive financial support service to your school.

Benefits
Well established, pooled scheme run by a team who already know you and your
school, helping to spread the risk and share any surplus
Reduces the financial risk to your budget
Reimbursements are posted directly into schools’ accounts

Service Offer
The following levels of cover are available:
Teachers only - core

51/141

Integra

Teachers and non-teaching staff - core
Teachers only - light
Teaching and non-teaching staff - light
Core Cover
Subscription includes:
Lump sum financial reimbursement of teachers’ maternity pay, paid at M6, on
return to work
Monthly financial reimbursement of the actual cost of all non-teacher’s maternity
pay
Reimbursement of the actual cost of teachers’ maternity cover for the summer
holiday period if a member of staff returns from maternity leave within seven
days of the start of the summer school holidays, and the member of staff
covering is contracted for the summer holiday period
Reimbursing the school with any childcare voucher costs incurred whilst staff are
on maternity leave
Reimbursing the school with the cost of teachers’ ordinary statutory paternity pay
and for support staff the cost, as determined by length of leave taken (1 or 2
weeks)
Lump sum financial reimbursement of teachers’ adoption pay, paid at M6, on
return to work
Monthly financial reimbursement of the actual cost of all non-teacher’s adoption
pay
Reimbursing the school with the actual costs of cover for the person absent for
jury service absence, attendance as a magistrate, councillor, or member of a
schools admissions appeal panel
Reimbursement of long service awards in accordance with South Gloucestershire
policy
Reimbursement of the actual costs of cover for the person absent due to periods
of individuals’ suspension.
Light Cover
Subscription includes:
All the same features as above, with the exception that the financial
reimbursement of teacher’s maternity/adoption pay, at M6, will be capped at
£3,250 - pro-rata if part-time.

What is not included in your service
Academies are excluded from the scheme
Lunch break and extended services staff are excluded from the scheme
Claims that relate to special leave that began prior to joining the scheme are not
covered.
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Service Level Agreement (SLA) explanations
The scheme operates as an internal pooling scheme, whereby the special staff costs
are shared amongst the participating schools. Subscriptions are based on December
FTE figures with any surplus returned or deficit charged to the schools at the end of
the financial year. Integra Schools charge an administration fee per FTE which is
included in the costs. This service is offered for a one year contract period for
maintained schools. As it is a pooled scheme no variations can be made within the
contracted period unless your school becomes an academy. In that case you will be
reimbursed pro-rata for the remainder of the period after which you convert. At the
end of the financial year, all outstanding claims must be submitted by the date
indicated in the year-end procedure notes circulated by Integra Schools Finance. Once
the pool has closed and any surcharges/refunds are calculated, no further claims can
be made from the pool for that year. Any claims received after the deadline given will
not be paid.

Terms and conditions
As this is a pooled scheme, a sustainable level of subscription must be achieved for it
to operate.
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Trades’ Union Facilities Time for Schools
and Academies In South Gloucestershire
Description of service
Facilities time covers the costs of funding locally available nominated trades’
union/professional association representatives, for schools and academies in South
Gloucestershire who do not hold a paid union position. This offer is available only to
schools and academies within South Gloucestershire.

Why choose us?
You have access to locally available professional association/trades’ union
representatives within South Gloucestershire who will accompany your staff at
formal meetings when required
Locally available representatives are able to attend regular meetings with Integra
Schools’ HR team, to enable consultation on policies and procedures and to
provide a local forum for the discussion of school/academy issues in South
Gloucestershire
Our local representatives ensure that issues in South Gloucestershire are resolved
locally and in a timely way. Without them, there would also be a reliance on
regional officials, who are limited in number and availability because they cover
all of the South West
Local Unison representatives will attend job evaluation panels, ensuring that that
the support staff posts for maintained schools are allocated the correct grade, to
protect against an equal pay challenge

Benefits
Access to professional and timely advice and support for your staff. Some issues may
be resolved informally due to local union involvement before they escalate. In other
situations there could be a negotiated outcome between the union and Integra
Schools HR
Fees for union official’s time can be costly, so subscription to our scheme saves
you money
The availability of local representatives to attend formal casework meetings as
part of HR policies and procedures (there is a statutory right for an employee to
be accompanied at formal hearings)

Service offer
Locally available representatives to provide advice and support to your members
of staff and resolve issues informally where possible
To attend formal meetings with individual staff members, or on a collective basis
Provide a local forum for consultation on policies and procedures and for
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discussion on South Gloucestershire issues. This is in conjunction with Integra
Schools’ HR services for those schools who subscribe to HR.

Service Level Agreement (SLA) explanations
This service is by annual subscription at a fixed annual fee per school/academy. The
funding from schools and academies is allocated directly to the unions broadly
proportionate to union membership. No element of funding is retained by Integra
Schools.
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3 Finance
Integra Schools offer a range of financial management services to help you manage
your school and academy budgets and accounts. Our services will enable you to fulfil
your statutory obligations and strategic functions. All members of our advisory team
hold a professional accountancy qualification and are highly experienced with many
years working in the education finance sector. This makes us able to provide a tailored
package of support responsive to your needs. The exchequer packages we offer
include subscriptions to a complete financial management system including
procurement module and a seven year archiving facility. The service strives to help you
achieve full compliance with all statutory and legislative requirements.
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Finance System Services for Maintained
Schools
Description of service
We offer a range of financial services
including an annual subscription to
the Civica Financial Management
System (FMS) and access to a
comprehensive and integrated
package of finance modules to help
you manage your annual accounts.
We use modern, fully integrated technology, displaying real time information. The FMS
interface with the payroll system provides an accurate and complete costing history.
The service is fully committed to continuous improvement with the aim of providing
excellent value for money. This service is for maintained schools only

Why choose us?
Finance Services is a unit of South Gloucestershire Council. We have nearly twenty
years’ experience working in the education sector, managing financial systems and
processing income and payment transactions. We have worked in partnership with
schools when developing the systems to ensure they match customer expectations. As
users of the Council’s financial management system, customers will benefit from the
economies of scale. Finance Services is managed by a qualified accountant and is
compliant with all statutory and legislative requirements.

Benefits
We achieve lowest quartile unit costs compared with other unitary authorities
We ensure that payments are made accurately and timely, whilst complying with
current legislative requirements, and that income is managed on a daily basis
We adhere to appropriate payment standards and prompt payments codes - and
the CIPFA good practice guide
We archive financial documents for the statutory period of six years and act as
lead during HMRC audits
Suitably qualified team members and ‘help desk’ contacts
Shared access to the Civica financial management system offers cost benefits
from economies of scale
Easy view access to scanned documents supports most payment transactions
Access to the Council’s consolidated Utility and BT One bill accounts
An on-line purchasing facility offers access to corporate catalogues with paperfree payments
Access to an on-line payment facility with an auditable authorisation process
Fully supported payment card scheme
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Management of imprest accounts
Income allocation to the school’s accounts in the general ledger
A calculated monthly return of VAT to the HMRC
Advice and guidance regarding Employment Status
Full compliance with HMRC legislative requirements and the Data Protection Act
Training can be organised on request

Service offer
A modern document management system. This allows for the full seven years of
document storage required by HMRC and allows customers quick access to secure
images relevant to their business. Documents will be archived after seven years but
short term access to the archiving modules can be provided at the customer’s request.
Images can be viewed from both the creditors and the general ledger modules. A
purchasing module has been developed to allow customer access to an on-line
stationery catalogue to enable orders to be placed on-line and emailed to suppliers.
This module will also allow customers to request payments directly to creditors where
no invoice is required. A fully auditable authorisation process is included with this
module. A fully managed purchase card scheme. For convenient and inexpensive
purchasing, cards can be used on-line, over the phone or at local stores. The card
replaces the need to place orders and process invoices. VAT will be recovered
electronically when purchasing from VAT card-compliant suppliers. An income
management system integrated with the financial management system, allocating
schools income and updating the school’s accounts in the general ledger; and Future
developments will only be undertaken after consultation with schools and other
customers and any statutory changes will be explained in advance. The service can
provide customer training on many of the modules and will run courses in partnership
with colleagues from the Schools Finance section if required.

What is not included in your service
We will not provide your business with financial advice.

Service Level Agreement (SLA) explanations
The Civica Financial Management solution is offered at an annual subscription rate;
one rate for primary and special schools and a higher rate for secondary schools. In
addition transaction charges apply for:
payment of supplier invoices
on-line requests for payment
purchase card transactions
bank account administration
document archiving and retention; and
purchase cards per application
The service is offered on a rolling annual basis for maintained schools.
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We will process your supplier invoices no later than 4 working days after receipt
We aim to pay your bills within 30 days or supplier terms. Our target is to achieve
a 95% success rate for this performance measure
Your banked income will be allocated and appear in your school’s accounts
within three days of banking
A recent accounts payable audit reported that our accuracy of invoice processing
is better than 99.99%
This is significantly better than the national average
We will guarantee that our systems are secure and fully auditable
The Purchase Card Scheme will be operated with strict confidence and in
accordance with industry security standards

Terms and conditions
The Finance Service will provide financial services to schools in line with this offer
Schools are requested to promptly bank all income received
Schools are requested to process all supplier invoices within 5 days of receipt and
forward to Exchequer Services to complete payment
The charges for the annual subscription to Civica Financials will be charged
annually in advance
Charges for standard transactional services will be calculated at the rates shown
in your contract and charged quarterly in arrears
Payment will be made by way of Journal Transfer and charged 14 days from the
beginning of the following month
Schools should note that income will be automatically allocated to the correct
general ledger codes where appropriate information is provided by the bank. In
most cases it is the responsibility of the individual schools to post the coding
journals required.

Client responsibilities
Users of the Financial Management Systems should have appropriate training
before attempting to view or input any financial transactions
All new orders for goods or services should be placed through the Civica
|Ordering System. Failure to do so may result in delays in paying your suppliers
invoices and/or documents being returned
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Finance for Academies
Description of service
We offer a range of specialist, professional financial support services in bespoke
packages to meet your academy needs. Our service is provided in accordance with the
latest Academies Financial Handbook and Accounts Direction. We would welcome
the opportunity to meet with you to discuss how we can provide a bespoke package
of support, tailored to meet your needs.

Why choose us?
All members of the team are highly skilled and hold a recognised professional
accountancy qualification including ACCA, CIMA and the CIPFA Certificate in
Financial Reporting for Academies
Our team possess a wealth of experience and knowledge with over 25 years’
experience working with schools/academies and in the education sector
We are a well-established team with local knowledge, expertise and
understanding of the challenges you face in academies
We are ideally placed to support schools through the financial challenges of
converting to academy and to continue to provide support for converted schools
We pride ourselves in developing close working relationships with Principals,
Head teachers, Governors and school finance staff and Business Managers
We have an understanding of the finance requirements for academies and keep
our knowledge up to date through attending conferences and receiving EFA
bulletins

Benefits
We will provide you with:
a range of financial support services and training tailored to meet your individual
requirements
support from a dedicated and experienced finance officer
support delivered on site or remotely by phone or email
access to our telephone helpline
knowledge and support using different accounting and budgeting software
packages; and
assistance, confidence and reassurance to fulfil the finance functions required as
an academy and comply with the relevant guidance and legislation

What clients say
“The finance officer proved very useful and competent, I was very pleased with her
help, and she worked very well with the Finance team”. Head of Finance and Business
Management - CSET
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Service offer
For schools converting to an academy we can:
produce a part year budget for the periods prior to and post conversion
provide training for School Business Managers on the financial differences
between maintained schools and academies
provide advice and assistance setting finance policies and internal controls
provide advice and assistance in choosing and setting up your accounting system
including:
ensuring the system is set up effectively
set up of the Chart of Accounts; and
set up of suppliers on to your new accounting software; and
provide and compile a fixed assets register
For existing or new academies we can:
provide the licence, training and support for Academies BPS (Budget Planning
Software) or software from other leading providers
assist with preparing the budget forecast ready to be submitted to the EFA by
31st July
provide regular budget monitoring
produce monthly accounts including Cash Flow Statements
perform monthly reconciliations
produce reports for governors three times a year
review internal controls termly or annually
provide a financial bursary service
help with year-end procedures
prepare for and/or complete the Annual Accounts Return, including the
Statement of Financial Activities and Balance Sheet
assist with preparing data requested by the academy’s accountants and in
readiness for the 3.2.18 external auditors in order for them to be able to prepare
and verify the statutory accounts; and
complete VAT returns

Service Level Agreement (SLA) explanations
This is a bespoke service. A member of the Schools’ Finance team would be delighted
to meet you to discuss your requirements.
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Finance for Maintained Schools
Description of service
Efficient and effective financial management is critical for any school. Strong financial
processes and access to timely and accurate financial information and forecasting is
crucial in ensuring resources are allocated to achieve your goals. In times of change
and financial challenge this is a vital element to ensure success. We understand
schools and appreciate the considerable challenge of supporting improved standards
and providing value for money with limited resources. Our service provides specialist
knowledge and advice for all aspects of school financial management - from system
support, processes, procedures and compliance, to financial planning, modelling,
forecasting and deficit recovery. All members of our schools finance team hold a
professional accountancy qualification and are highly experienced, with many years
working in the education finance sector. This ensures you receive responsive, trusted
advice and support, invaluable time saving tools and highly professional training and
development. Our service offers three levels of support, along with opportunities to
purchase additional services, giving you a bespoke package of support, tailored to
meet your needs.

Why choose us?
All members of the team are highly skilled and hold a recognised professional
accountancy qualification including AAT, ACCA, and CIMA
Our team possess a wealth of experience and knowledge with over 25 years’
experience working with schools and in the education sector, with local
knowledge, expertise and understanding of the challenges you face in schools
We pride ourselves in developing close working relationships with head teachers,
governors, business managers and finance staff
We have established links and contacts with the local authority and other teams
in Integra Schools, which makes us well placed to provide a specialist and
comprehensive level of financial support to meet your needs.
Detailed knowledge of working with schools both operationally and at a strategic
level

Benefits
As a result of subscribing to this service you will:
Have peace of mind that an experienced member of the team can support you
when you need it, reducing staff anxiety and time spent researching answers
Be confident that budgets are constructed using the most up-to-date
assumptions, which are refined promptly when new information becomes
available
Receive a comprehensive visit notes and supplementary reports after visits,
enabling you to report and demonstrate the financial management of your

62/141

Integra

schools budget, as well as make informed financial decisions based on clear
concise information to achieve value for money
Be equipped and confident to construct, interpret and competently present
budget monitoring and financial reports to key stakeholders
Have access to up-to-date education funding information, allowing you to plan
and implement decisions for their effective use
Be supported with comprehensive year-end guidance to ensure all accounts are
closed in accordance with local and DfE statutory reporting requirements
Receive information and access to development opportunities that allows you to
be compliant with the scheme for financing of schools, audit and financial
regulations for schools
Get regular opportunities to attend invaluable sessions to support your
professional development, knowledge and understanding to boost confidence in
your role.

What clients say
“I would, without hesitation, recommend Schools Finance. They just seem to get the
school environment and the pressures of this unique sector. They offer professional
and sleek advice, with an ethos aligned with education and can-do attitude / will do
attitude. Very supportive colleagues who are there when needed” – School Business
Manager, Pathways Learning Centre “As a Head, schools finance can be a daunting
prospect to manage confidently especially where you are new to the role or come
from out of authority. Our Schools Finance Officer has been fundamental to this
growth in our expertise and confidence with regular budget monitoring meetings,
allowing us to dedicate time to understanding and proactively seeking to improve our
position. Having the finance team at the end of the phone at any point gives us the
reassurances we need to be able to confidently fulfil our duties, whilst knowing that
we are being guided and supported by the team” – Primary Headteacher, Christ
Church Junior School “They are always there on the end of the phone when you need
them, advice is second to none, if they do not know the answer immediately, they will
find out and get back to you very quickly. I am always impressed by their depth of
knowledge and our Schools Finance Officer has helped with our budget decision
making on a number of occasions. When confused in the minefield of financial
regulations and pathways I have found the team very patient in explaining and
helping us take the right route for our school” “Financial training is excellent, have had
two administrators trained from scratch over the years and they still keep in contact to
check and support on any point” – Primary Headteacher, Emersons Green Primary
School

Service offer
There are three levels of support to choose from and opportunities to purchase
additional services. All subscriptions include the annual web based multi-year budget
planning software licence fee.
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Services available to purchase on an ad-hoc basis include:
Additional visits to meet your requirements
Consistent financial reporting preparation and submission to the DfE. This is free
on some options
High level introduction for new School Business Manager (SBM) / finance staff
training 1.5hrs. This is free on some options
High level introduction for new head teachers 1.5hrs. This is free on some options
New School Business Manager (SBM) / finance staff one year training package (6
sessions)
Attendance and support with financial reporting at Governing Board meetings
School fund administration – advice and setup
School fund audit
Benchmarking, including report
Support and guidance with year-end procedures to ensure compliance with local
and statutory requirements
SFVS – support and advice, including populating dashboard
Producing costings and alternative scenarios on request
Assistance with costing the school development plan
Costing assumptions to assist with recovery planning
Remote assistance with financial tasks to cover for absent school finance staff
Assistance with the recruitment and selection of new SBM / finance staff.

Service Level Agreement (SLA) explanations
This service is offered for a one-year contract period for maintained schools. Once you
have selected your option level at the start of the financial year, a six month contract
variation must be submitted should you wish to reduce your option level. If you want
to increase your option, this can be immediate, subject to availability. Charges will be
calculated on the subscription lists provided, taking into account any pro-rata refund
or pro-rata increase. Each visit comprises of a preparation, face to face or online visit,
post visit review and visit note, with a maximum time allocation of 7.5hrs. Any
additional hours will be chargeable. Note: Additional services are available to purchase
on a pay-as-you-go arrangement and prices are available on request.
Option 1
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Contact and
Communication

Visits

A designated finance officer for your school.

✔

✔

✔

Telephone helpline providing help and guidance
with financial issues It is expected that queries from
Option 1 schools are exceptional and/or minimal.
Schools will be asked to increase to Option 2 if
regular assistance is required

✔

✔

✔

Dedicated e-mail box for financial issues and
correspondence It is expected that queries from
Option 1 schools are exceptional and/or minimal.
Schools will be asked to increase to Option 2 if
regular assistance is required

✔

✔

✔

Access to our secure website providing information,
advice, links to useful websites and resources

✔

✔

✔

Two visits per year: one to assist with setting the
annual budget and one to complete the revised
budget

✔

✔

✔

Optional one visit per year to use as required e.g. for
finalising the budget, costing scenarios, financial
advice and guidance SFOs will contact schools to
book budget and revised budget visits. Remaining
visits are to be booked by the school

*

✔

✔

Optional three visits per year to produce budget
monitor reports for submission to governors and/or
to assist with year-end procedures

Budgeting
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✔

Post visit reports (staffing, income & expenditure as
generated from budgeting software) and visit note

✔

✔

✔

Access to web based multi-year budget planning
software. This includes annual licence fee, software
system updates to meet statutory/regulatory
changes ie: NI rates, CFR coding. Currently Access
Education (formally known as HCSS)

✔

✔

✔

Spreadsheets, tools and guidance to assist with
budget setting

✔

✔

✔

School funding & DfE grant advice and guidance

✔

✔

✔

Monthly staffing pay reconciliation report from
budget software, analysis and corrections as
required

*

*

✔

Integra

Remote access to local authority financial
accounting system Currently Financials Web
(formally known as Civica)

✔

✔

Support with regular transactions and reporting
within the financial accounting system

✔

✔

Advice, guidance and support with the
maintenance of ledger codes, cost centres and
detail codes

✔

✔

✔

✔

✔

✔

Processing of inter-school invoices and requests for
payment Excludes commercial activity or activity
outside the normal operations of the school. Schools
can purchase this as an ad-hoc service
General ledger
(including
capital), reports
and purchasing

Other

✔

✔

Processing and/or support to undertake journals
and recodes Excluding purchase card recodes see
below
Monthly purchase card recoding This must be
submitted monthly to Schools Finance otherwise a
charge may be levied

*

*

✔

Upload of budget and revised budget into the
financial accounting system

*

✔

✔

Provision of tools to enable closure of year end
accounts and production of statutory statements

✔

✔

✔

Support and guidance with year-end procedures to
ensure compliance with local and statutory
requirements

*

✔

✔

Processing of year end transactions including
accruals

*

✔

✔

New head teacher high level introduction – financial
calendar, key financial systems ie: budget software
and accounting software.1.5hr max

*

✔

✔

New SBM high level introduction - financial
calendar, key financial systems ie: budget software
and accounting software.1.5hr max

*

✔

✔

Completion and uploading of the annual CFR return
to the DfE

*

✔

✔

Assistance with grant form completion

*

*

✔

* Please see supplementary services for further details

Supplementary Services available to purchase on an ad-hoc basis - Price on
application
Inter-school invoice for services outside normal school activities
Upload of budget and revised budget into the financial accounting system
Monthly purchase card recoding This must be submitted monthly to Schools Finance
Processing of year end transactions including accruals
Completion and uploading of the annual CFR return to the DfE
New SBM/school finance admin staff training & support one year package
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New SBM high level introduction - financial calendar, key financial systems ie: budget software and accounting software (1.5hr
maximum)
New head teacher high level introduction – financial calendar, key financial systems ie: budget software and accounting software
(1.5hr maximum)
Attendance at governors’ meetings (2 hrs maximum)
School fund administration– advice and setup (2 hrs maximum)
School fund audit
Benchmarking including report
Support and guidance with year-end procedures to ensure compliance with local and statutory requirements (1.5hr maximum)
SFVS - support and advice, including populating dashboard
Producing costings and alternative scenarios on request between visits (maximum 3.5hrs)
Assistance with costing the school development plan (maximum 3.5 hrs)
Costing assumptions to assist with recovery planning (maximum 3.5 hrs)
Remote assistance with financial tasks to cover for absent school finance staff
Assistance with the recruitment and selection of new SBM/school finance staff.
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4 Information Technology & Information
Management
Integra Schools’ IT team specialises in supporting technology to enhance learning and
provides services to support all types of educational establishments including - LA
schools, academies, children’s centres and nurseries. As a team, our combined
experience and broad skill range allows us to understand your needs, sort out your
present and develop your future. School ICT networks have become increasingly
complex to manage and supporting them on an ‘ad-hoc’ basis is no longer
sustainable. Our services are designed to allow establishments to focus on the use of
ICT to support teaching and learning, by providing both remote and onsite support.
Our managed IT service provides on-site technical support to meet your needs with
access to the service desk and remote support all year round, even during holiday
periods. Our flexible and pro-active approach will ensure our provision is tailored to
your school’s needs. We take pride in offering an IT Support Service package that will
provide the level of support your school requires to maintain and develop your IT
Infrastructure. Our dedicated CAPITA SIMS Accredited team work with you to ensure
your valuable management information fully supports your priorities. We provide
helpdesk support, training, on-line guidance and consultancy across all areas of SIMS
and a range of added-value services. In addition, we offer a wide range of services to
maximise the impact of technology in your school from hardware maintenance and
on-line learning platforms to bespoke consultancy and project support.

p;
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Broadband Backup
Description of service
Our broadband solution is a fully managed IP Virtual Private Network (IPVPN) from
Virgin Media Business. Internet connectivity is via 1Gb Managed Internet Access service
with next generation Web filtering and threat protection. Dedicated bandwidth that
South Gloucestershire schools or academies have signed up for allows you to utilise
council services and the internet directly. We understand how important your internet
connection is, therefore, in order to provide a more resilient service we are now
offering a Broadband Backup service. In the event of the failure of your main
connection this additional line will provide connectivity. Where possible this will be
delivered by an alternative provider to your main connection.

Why choose us?
Our focus is 100% on the education sector. With over 15 years of experience we have
developed a service to meet the requirements of our customers, through feedback
and consultation. We believe we now have the most comprehensive and flexible
offering of any organisation, providing one single point of contact for all of your ICT
needs.

Benefits
Peace of mind that should your main connection fail, you will have seamless internet
connectivity

Service offer
A second resilient link in case of failure of you primary broadband connection
This service where possible will be provided by an alternate provider (BT if you are
on a Virgin Media Connection)
Continued connection to the Education IPVPN

Service Level Agreement (SLA) explanations
This service is only available to customers using our broadband service. The contract
for an additional failover broadband circuit will be aligned to your existing broadband
provision. Price on application.
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Guest wireless internet access (Wi-Fi)
Description of service
This service provides visitors to your school with short-term internet access through
your school network. It is ideal for Governors and visiting support staff. Access to this
service requires schools/academies to subscribe to the Integra Broadband Service or
have wireless network infrastructure supported by our IT Managed Service.

Why choose us?
Our focus is 100% on the education sector. With over 15 years of experience we have
developed a service to meet the requirements of our customers, through feedback
and consultation. We believe we now have the most comprehensive and flexible
offering of any organisation, providing one single point of contact for all of your ICT
needs.

Benefits
A subscription to this service will provide you with:
a separate guest network securing your school data from guest users accessing
the internet; and
a single ‘point of contact’ Service Desk for Wi-Fi issues guaranteeing efficient call
handling

Service offer
Provision of a Guest SSID for access to the internet for Guest users on your
network
Configuration of devices to connect, either in an ad hoc fashion by providing
access tokens, login credentials or by assigning the device to the guest wireless
network for more regular visitors
For schools not on the Integra managed wireless, provision will be via a Virtual
LAN (VLAN) for your provider to configure your wireless access points to use
Maintaining bespoke levels of filtering of Internet content (different to the
student internet access) at the request of the school

What is not included in your service
Where a VLAN is provided we do not provide support for configuring third party
provision.

Service Level Agreement (SLA) explanations
This service is offered on a rolling annual contract basis.

70/141

Integra

Hardware Maintenance
Description of service
In addition to the IT Managed Service offering we are able to offer a Hardware
Maintenance service. Hardware Maintenance encompasses the diagnosis and
elimination of hardware faults by repair or replacement. We will respond to an
incident and solve the fault in accordance with the contracted Service Level
Agreement which can be an Offsite or Onsite service. Hardware Support supplements
the product warranty and extends the life of devices under the hardware maintenance
offering. This services is available to all maintained schools and academies.

Why choose us?
Our focus is 100% on the education sector. With over 15 years of experience we have
developed a service to meet the requirements of our customers, through feedback
and consultation. We believe we now have the most comprehensive and flexible
offering of any organisation, providing one single point of contact for all of your ICT
needs.

Benefits
peace of mind that your devices are covered beyond the manufacturer’s warranty
single ‘point of contact’ Service Desk for ICT issues guaranteeing efficient call
handling, either via our service desk number or online portal
on-site technical support to troubleshoot the issue
qualified and highly trained ICT Technicians to deal with all enquiries
dedicated Customer Services Managers to provide full account management

Service offer
The service offers the following:
repair and replacement parts, where economically viable, for hardware failures of
PC’s, servers, laptops and printers. Our service includes parts and labour
support sourcing a replacement at a reduced price to the customer if a device is
beyond economical repair
access to the Integra ICT Service Desk and associated remote support; and
where faults cannot be rectified via the helpline, a technician from the ICT
Support Team will visit the school

What is not included in your service
consumer products
iPads
android tablets
accidental damage
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equipment over 6 years old

Service Level Agreement (SLA) explanations
This service is offered on a rolling annual contract basis. Charging in Infant, Junior,
Primary and Special schools and academies is based on pupil numbers. Bespoke
packages are available for Secondary schools on request.
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Information Management Systems (IMS)
Support
Description of service
The Information Management Support (IMS) service is available to all maintained
schools, academies, free and independent schools providing the peace of mind you
need to ensure compliance with statutory data returns. Your funding and how school
performance is measured are dependent on high quality data management. Helping
you manage these demands is a core focus of what we do. Going beyond that the
service aims to support whole school improvement through the effective use of data, a
reduction in bureaucracy and increased parental engagement through effective
reporting. We offer helpdesk support, training, guidance and consultancy across all
SIMS core modules. We also offer a comprehensive range of bespoke support for a
wide range of additional needs such as Assessment support services, Partnership
working, Governor reporting, on line payments and financial management. The service
is flexible enough to work in collaboration with you to meet all your Management
Information needs.

Why choose us?
We are a dedicated, Capita Accredited team of consultants with more than 20
years’ experience working with schools and academies
We have an excellent understanding of educational context, delivering tailored
IMS support to meet your needs
We currently support all schools and academies in South Gloucestershire, and
several Secondary and Primary Academies in neighbouring authorities - a
testament to the quality and value for money service we provide
We are able to offer bespoke solutions that support small rural primaries to large
secondary schools of over 2000 pupils
We work collaboratively with local School Improvement Officers, the HR for
Schools and Academies Service, and data teams including those in neighbouring
authorities
Integration of School and Local Authority systems supporting data transfer of
student and staff records
Our expertise extends across all current SIMS modules including highly praised
Assessment resources, Timetabling, Partnership Xchange in Multi-academy trusts
and SIMS Financial Management support
We have a fully resourced and dedicated IMS helpdesk to provide schools with
remote support by phone, email or through on site visits
We provide regular updates to our website offering advice and information on
key IMS and software developments as well as an extensive range of training
courses that regularly receive excellent customer feedback
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Benefits
By choosing this service you will:
be assured of support from an accredited SIMS support team
be confident that you will have a fully managed, secure and robust IMS service;
and
be confident that our support will enhance your use of SIMS to drive
improvement in teaching and learning

Service offer
These services are offered for a three year contract period for schools and a three and a
half year period for academies.
Option 1: IMS Managed Service
This service is suitable for schools seeking inclusive IMS support. It includes all aspects
of the IMS only support service as well as the Central Hosting and technical
maintenance of your SIMS Database by the South Gloucestershire IT Infrastructure
team. It is the preferred choice of our Primary school customers.
IMS Help Desk: Telephone helpline, e-mail and remote support
Support and guidance: for all areas of SIMS from CAPITA ES dependent on school
phase (see list of supported modules below) and all statutory processes including
Admissions, School Census and all annual Key Stage Data Collections
IMS Website: access to advice, guidance and “How to …” support materials for all
statutory processes along with an extensive range of additional materials
including the effective use of SIMS, Reports catalogue, Privacy Notice guidance
and help with a range of SG specific Local Authority processes
SIMS. net/Microsoft Office Training - one place per site for each relevant course
over a school academic year
Assessment support for Primary, Special, PRU and Secondary sites: access to a
common set of South Gloucestershire designed Assessment resources, guidance
and on-going maintenance. Note: that any bespoke assessment requirements
would be an additional chargeable service
SIMS Personnel Services: support with the maintenance of Staff records in SIMS,
including service term amendments, absence reporting and School Workforce
Census
Installation and Maintenance of B2B: Business to Business (B2B) student to
support data transfers from South Gloucestershire schools into SG Local Authority
CAPITA ONE central systems and B2B Personnel for data transfers for all sites that
have signed up to HR for Schools and Academies Service
SIMS Release Management: sites will be provided with new product features and
software changes
IMS Conference: one place per site to attend two IMS update sessions or
workshops annually
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Customer feedback: termly reports on customer uptake of the IMS service and a
biennial service review
Licensing, Annual Entitlement support and Vendor relations: management of the
SIMS Annual entitlement renewal for maintained schools, review of Academy
Annual Entitlement charges, and representation on your behalf to CAPITA ES
account management and customer complaint escalation
IMS Support and Database Services for SIMS .net and FMS including: Central
Hosting of the SIMS, Discover and FMS Databases and the Document Server,
Database upgrades including the application of any required patches, reinstallation and database configuration, database maintenance, backups, and
restoration
Option 2: IMS Only Service
This service is suitable for schools that only require IMS support. The difference
between this service and the IMS Managed Service is that Central Hosting, technical
maintenance of your SIMS Database and upgrades are excluded. Schools need to
maintain their own local SIMS server, be responsible for backups, SIMS upgrades and
database patches. This service is generally taken by Secondary sites that have their
own on-site IT support team. Important notes for Options 1 and 2: SIMS Annual
Maintenance will be charged separately for all maintained schools. For Academies,
deemed to be CAPITA direct customers you will need to administer the Annual
Maintenance charges yourself to remain licensed. This currently happens annually in
April. The IMS team can support you in reviewing these charges to ensure you get best
value. Purchase of Integra Schools IT support will ensure that your office workstations
and classroom laptops are fully supported after a SIMS upgrade and all client
machines are accessible by the IMS team for remote support.
Option 3: SIMS Upgrade Service
This service complements the IMS Only service.
Supports all SIMS upgrades including the SIMS, Discover and FMS Databases,
Partnership Xchange agents and ADP clients where applicable
Upgrade of one client workstation to ensure that SIMS .net, Discover and FMS are
working
Any migration of SIMS to new servers will be charged at 50% of the IMS daily
consultancy rate
Maintenance of backups is the responsibility of the site
Option 4: SIMS Enhanced Support
This service is likely to be of interest to schools that select Option 2: IMS Only Service.
Supports all SIMS upgrades including the SIMS and Discover Databases,
Partnership Xchange agents and ADP clients where applicable
Upgrade of one client workstation to ensure that SIMS .net and Discover is
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working. Distribution of the client to all workstations on site will be the
responsibility of the IT support team employed locally by the school
Any migration of SIMS or SOLUS installation to new servers is included in this
service
Provides 10 half-day visits (or equivalent number of hours working remotely on an
agreed project). Areas included could be:
a comprehensive SIMS health check to evaluate and ensure SIMS is being
used effectively and efficiently
support through training, report writing or bespoke INSET events
senior leadership team engagement to show the areas where
improvements and timesaving could be made through the effective use of
SIMS; or
review of your existing Assessment Tracking.
Option 5: SIMS Partnership Xchange Hosting - per site in a partnership
This service is required in each consortium of schools to manage and maintain the
Zone Integration Server (ZIS) for Partnership Xchange including upgrades, backups of
the hosted Monitor SIMS Database and on-going support. This service is charged on a
per site basis.
Option 6: SIMS Learning Gateway Hosting
This service is required by all schools using the Local Authority’s centrally hosted SLG
solution. It excludes the payment to CAPITA of Annual Entitlement, but includes all
upgrades, server maintenance, and backups of your Centrally hosted SharePoint
implementation.
Option 7: SIMS Personnel Services
This service is required by all sites that have not bought either the IMS Managed
Service or IMS Only Service but who are buying into the HR for Schools and Academies
Service. It consists of an initial installation cost and, thereafter, annual maintenance.
The SIMS Personnel Services covers: support with the maintenance of Staff records in
SIMS, including service term amendments, absence reporting and support with the
School Workforce Census.

Pay-As-You-Go Services
IMS Consultancy
Consultancy visits on request. The service can only be purchased, as a minimum, of
half-day units. Areas of interest may include:
a comprehensive SIMS health check to evaluate and ensure SIMS is being used
effectively
support with the MIS section of your School Improvement plan and drawing up
an implementation plan
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support preparing for Ofsted inspections
review of your Assessment Tracking or implementation of SIMS Behaviour
Management
bespoke INSET events
senior leadership team engagement to show the areas where improvements and
timesaving could be made in the school through the effective use of your MIS

IMS training
Each school is allowed one place per site for each relevant course over a school
academic year when buying into the SIMS Managed Service and the IMS Only Service.
Additional delegates to courses will be charged separately. We can also offer - by the
hour - training sessions for specific areas of SIMS on site in your school.

Supported software and modules
Primary/Nursery/Specials

Secondary and
Independent Schools

SIMS Core Suite

✔

✔

SIMS Assessment and Reporting

✔

✔

SIMS Attendance

✔

✔

SIMS Financial Management System (FMS) *

✔

✔

SIMS Registration and Admissions

✔

✔

SIMS Curriculum Management

n/a

✔

SIMS Registration Suite (Lesson Monitor) *

n/a

✔

SIMS Learning Gateway *

✔

✔

SIMS InTouch *

✔

✔

SIMS Discover

✔

✔

SIMS IEP Writer *

✔

✔

SIMS Dinner Money *

✔

n/a

SIMS Partnership Exchange *

n/a

✔

SIMS Financial Reporting Suite (FRS) *

n/a

✔

SIMS Agora *

✔

✔

SIMS Personnel including Staff Performance

✔

✔

SIMS B2B Student and Personnel

✔

✔

*Additional support and licensing charges will apply for modules identified with an
asterisk. Please contact the IMS Helpdesk for advice.

What is not included in your service
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IMS Managed Service (Option 1)
The IMS Managed is dependent on broadband connectivity to ensure access from
school sites to our IT Infrastructure where your databases are maintained. In cases
where there has been a point of failure in either a) broadband services provided to us
by Virgin Media or b) our Infrastructure, for example, with centrally hosted servers in
our single forest environment where all enquiries would be handled by the Schools ICT
Service Desk we will seek to work collaboratively with that service and any third party
suppliers to ensure recovery and continuity of service on your behalf, but any cases
logged on the IMS Helpdesk will be put on hold pending the recovery of network and
broadband services. We will endeavour to support schools in emergency fielding calls
where the Health and Safety of pupils and staff may be compromised. For example,
we may be in a position to retrieve contact information, emergency telephone
numbers and addresses and some medical information upon request from the Head
teacher or designated representative.
IMS Only Service (Option 2)
The Customer acknowledges and agrees that they will not be covered for support of
anything not expressly stated as being supported in the IMS Only service described
above. So as to avoid doubt, the Customer will not be covered for support on any of
the following: i. the installation and/or configuration of Management Information
Systems (in this case, SIMS) on a standalone or network file server, or any standalone
PC or workstation ii. back-ups and disaster recovery: maintenance of this is the sole
responsibility of the school iii. the use of Microsoft operating systems for either a
standalone or network file server, or any standalone PC or workstation iv. technical
support for the installation of the Management Information Systems v. technical
support for the access to the Management Information Systems by the Customer vi.
technical support where Management Information System upgrades have been
completed by the Customer and have failed. Our only advice will be for the Customer
to restore the Management Information System from a previous backup and upgrade
once more. If the problem still exists, we may retrieve the Customer's data and ensure
the data can be upgraded by us and without failure but will only return any
successfully upgraded data to the Customer once we have assurance that the
Customer's Management Information Systems installation and the Customer's
infrastructure are sound; vii. customer communications infrastructure including access
to the internet via broadband viii. local area network management including network
printing, backup/security procedures, installation of Windows software, housekeeping,
managing data, user access or security ix. the use of Internet Explorer, Email including
Webmail, and Outlook x. access to SIMS from historical data xi. data backup /
restoration procedures for Management Information Systems xii. printers, scanners or
digital Imaging support xiii. advice on data protection, software copyright issues or
computer security; and xiv. disaster recovery support - where Customers do not have
the use of a machine to maintain their management information systems, we will be
unable to provide support in such circumstances and customers are advised to seek
support from their school’s technical support
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SIMS Upgrade service (Option 3)
We can provide technical support and installation of SIMS and advise your on-site IT
support team or third party IT supplier on the best ways to access your Management
Information system from a range of devices. However, we will not install SIMS on client
devices. In summary will not provide support for items ii, iii, vi, vii, viii, ix, x, xi, xii, xiii and
xiv as detailed above.

Service Level Agreement (SLA) explanations
This service is offered on a rolling annual contract basis.
Option 1: IMS Managed Service
This service is charged for by a fixed sum for primary and special schools/academies
plus a charge per pupil. In addition, there is an Annual Entitlement charge based on a
per pupil amount for primary and special maintained schools with a different charge
for secondary maintained schools.
Option 2: IMS Only Service
This service is charged by a lump sum set for secondaries, supplemented by a charge
per pupil.
Option 3: SIMS Upgrade Service
This service is charged by an annual subscription fee.
Option 4: SIMS Enhanced Support
This service is charged by an annual subscription fee.
Option 5: SIMS Partnership Xchange Hosting
This service is charged annually per school in each partnership.
Option 6: SIMS Learning Gateway Hosting
This service is charged by an annual subscription fee.
Option 7: SIMS Personnel Services
The charges are different for primary and special schools and academies, and
secondary schools and academies.
IMS Consultancy
Consultancy, including the development of bespoke training courses, will be scoped
and priced on request. Our service can only be purchased in half-day units.
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SIMS Licenses
These are priced individually, subject to charges from Capita.
Hours of operation and initial response times: 3 hours
The dedicated IMS Help Desk is available from 8.00 am to 5.00 pm (Monday to
Thursday) and to 4.30 pm on Fridays. Customers should call: 01454 86 5300 or email
imsteam@southglos.gov.uk. Outside of these hours any message left will be picked up
at the next open session of the Help Desk and recorded on our call logging system.
You will receive an automated e-mail and a call log id number.
Normal resolution cases: 5 days
Once the customer has received the automated e-mail indicating that the call has
been entered on our call logging system, the case will be picked up by an IMS Support
Officer or the IMS Manager and in the majority of cases resolved within five days. We
will prioritise cases to reflect the urgency of the case.
High resolution cases: 1 day
We would regard categorising a call as a High resolution case to be quite rare.
Examples might include:
a site where no-users can access SIMS meaning that the school is unable to run
operationally. In such circumstances we would identify this as a high resolution
case; or
a situation where data has been changed either maliciously or accidentally
requiring a database restore from backup
At the time of logging the case, a customer may ask for their service request to be
identified as a High resolution case. The IMS Manager or deputy may review this and
contact the customer to discuss the degree of urgency and amend the case
categorisation if both parties are in agreement and a resolution time agreed.
Cases escalated to CAPITA ES
Where your local IMS Support team is unable to resolve the issue through its own
internal escalation processes, cases may need to be referred to CAPITA ES for further
investigation. In such circumstances the CAPITA SIMS and ONE Support Charter
Service Level Agreement will supersede our SLA and cases will be suspended on our
systems pending a response from CAPITA. We will publish their Charter on our
Website for you to review. We will maintain a regular dialogue with CAPITA ES on your
behalf and you, the customer, over the duration of your open case until successful
resolution.
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Projects and Consultation services
If a school requires support with the implementation of a new area of SIMS such as
Behaviour Management, Partnership Xchange or the development of online payment
systems such as SIMS Agora, the officer leading the project will establish a set of dates
by which the work is to be completed and the customer will sign off on this when
done. This Service Level agreement is a bespoke one and falls outside the categories
identified above.
Customer complaints and Dispute resolution
In cases where we have agreed with you that the cause of your complaint is with the
software supplier, in this case CAPITA ES, we will work on your behalf and instigate
formal complaint procedures with the company.

Terms and conditions
1. All supported machines in schools on the South Gloucestershire network should
have Dameware or the currently approved remote access software solution
installed
2. All schools should ensure that their hardware, operating systems (including
Internet Explorer) meet the basic requirements for SIMS as described in the
Technical Specification document produced annually by CAPITA ES
3. Any additional resources required to support machines outside of the South
Gloucestershire network may be chargeable where a third party provider has not
offered a remote access solution
4. Resolution of ‘reason 0’ or ‘incompatible database’ errors relating to 3rd party
setups is chargeable
5. Additional charges are applicable if data has to be restored from backup due to
errors by the customer or the customer’s contractors
6. The school must nominate a person as a main point of contact for dissemination
of SIMS information by IMS Support
7. The school must ensure that the relevant administration staff is trained in the use
of the relevant SIMS software that they are responsible for
8. The school must use the IMS Help Desk to log calls and ensure the person
making the call has both sufficient information to enable the Help Desk to make
a diagnostic judgement, and time so that the Officer can take them through
relevant diagnostic checks
9. The school must ensure straightforward, unimpeded access to equipment and
network. (Impeded access will result in delayed response/resolution times)
10. Calls logged with the IMS Helpdesk will close after 7 days should the customer
fail to provide remote access to the SIMS Server or workstation, not provide a
mechanism by which a SIMS backup can be retrieved by the IMS Support to
support local investigation nor provide further information required to support
case resolution
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What clients say
“I have only been in my admin post and responsible for student data for the past year
and I have always been extremely grateful for the helpfulness and support of the SIMS
support team on the end of the phone - thank you, couldn't have done it without you!”
Crossways Infants “As a new School Administrator I have found the IT Support Team
to be my lifeline. Every member has made time for me and has always given me the
confidence that I can conquer IT issues!!! I have had a lot of interaction … and they have
been fantastic. I would like you to pass my sincere thanks to them as they have really
been a great support.” Administrator, Frenchay Primary school “The support, advice
and guidance we receive from the South Glos team has been superb and has greatly
helped us develop our use of SIMS in our school. They are always willing to help and
offer solutions …” Deputy Head teacher Brimsham Green Secondary school “Feel the
SIMS support team is very committed to their role and very pro-active in increasing our
awareness of what is available in SIMS” Business Manager, Alexander Hosea Primary
school
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IT Managed Service
Description of service
Our IT Managed Service provides on-site technical support with access to a service
desk and remote support all year round, including during holiday periods. Our flexible
and pro-active approach will ensure our provision is tailored to your school’s needs. At
its core, the IT Support Service package will provide the level of support your school
requires to maintain and develop your IT Infrastructure. To this end your school will
receive a dedicated account manager who will be available for you to contact for
advice on any of our services.

Why choose us?
We specialise in supporting technology and providing services to support all types of
educational establishments including Local Authority schools, academies, children’s
centres and nurseries. As a team, our combined experience and broad skill range
allows us to understand your needs, sort out your present and develop your future.
School ICT networks have become increasingly complex to manage and supporting
them on an ‘ad-hoc’ basis is no longer sustainable. Our services are designed to allow
establishments to focus on the use of ICT to support teaching and learning, by
providing both remote and onsite support. We have extensive experience and
understanding of the specific needs of educational settings in the area of ICT. Our
expertise includes but is not limited to Cisco, Microsoft, Aerohive, Apple, Palo Alto and
Cloud Technologies (including Office365). Our aim is to ensure you have best value,
robust and compliant systems - supporting you to meet the ICT demands and comply
with the information rich agenda of 21st Century schools, academies and educational
settings. Our focus is 100% on the education sector. With over 15 years of experience
we have evolved a service to meet the requirements of our customers. Through
feedback and consultation we believe we now have the most comprehensive and
flexible offering of any organisation, providing one single point of contact for all of your
ICT needs. We are able to provide bespoke support and consultancy outside of the
confines of the services offered. If there is something we are not offering that you
require, please do not hesitate to contact us.

Benefits
Single ‘point of contact’ Service Desk for ICT issues guaranteeing efficient call
handling, either via our service desk number or online portal
On-Site technical support based on the needs of your school and the size of your
IT estate
Qualified and highly trained ICT technicians to deal with all enquiries - handling
call escalation to our responsive and professional IT Infrastructure team
Dedicated Customer Services Managers to provide full account management
Robust centrally hosted systems including backup and remote access to all
computer and server points via the South Gloucestershire integrated network
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Full disaster recovery for schools
Call-outs that are responsive to ICT emergencies in line with our SLA
Ofsted Panic Button
Continuous review of ICT technological change and developments to provide
comprehensive and cost-effective advice to Schools and Academies
Office 365 implementation

Service offer
Our IT Managed Service includes:
remote technical support – helpdesk service
onsite technician support
call-outs that are responsive to ICT emergencies in line with our SLA
installation and support of approved and licensed software or standard images
for laptop and desktop Windows-based clients
installation, setup and/ or troubleshooting of network printers/copiers
Windows updates and security patches
Operating System Upgrades
security remediation - service related to registered security threats / vulnerabilities
(e.g. virus, worm infection)
data backup and restore service
disaster recovery and business continuity services
hardware procurement - IT Equipment for Schools
recycling of IT equipment in compliance with Waste Electrical and recycling
regulations
support for network infrastructure, both cabled and wireless
server maintenance and support
server build - server hardware and software installation, configuration and predeployment testing for development, quality assurance and production servers
server recovery management
server performance management - performance management includes
monitoring and notification of servers to ensure continuous IT service
server vendor management - manage relationship with vendor(s) for server
products and related issues; and
hardware warranty management
Additional Services
Anti-Virus
As Internet threats are evolving quickly it is important that you are protected via a
trusted antivirus solution that anticipates and adapts to online criminals who employ
constantly changing tactics to steal your private information. We provide ESET NOD32
Antivirus as the most effective protection available.
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IT Consultancy and Project Support
Our Senior Infrastructure Engineers, specialising in educational IT, are available to
support you in bespoke projects on request. Areas of interest may include:
network and server virtualisation
network design and implementation
network security
IT relocation and renovation
IT audit; and/or
new build / building extension consultancy

Service Level Agreement (SLA) explanations
Our IT Managed Service
This service is offered on a rolling annual contract basis. To ensure that you are
purchasing the level of support that best fits both the size of your school and its IT
estate, the service is charged by a lump sum, supplemented by a per-pupil and a per
PC rate. You then have the choice of four different frequencies of on-site technician
visits:

Weekly visit Three visits per month Fortnightly visit Monthly visit
Antivirus software
This is available to purchase annually, costed per PC (September to August).

Consultancy services
These can be purchased in half-day units according to your need. This is an
independent service that can be purchased separately regardless of any service you
subscribe to.

Service Level Agreement (SLA) explanations
This SLA covers the standard services detailed above. Please get in touch if you require
an enhanced service to meet your needs, we would be delighted to discuss a bespoke
arrangement. The following Services are covered by this Agreement:
Helpdesk telephone support
Helpdesk email support via our servicedesk
Remote assistance using Remote Desktop
Planned or Emergency Onsite assistance
Monthly system health checks
Broadband Support
Mobile Device Management
Network and WiFi infrastructure
Hardware Maintenance
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E-Safety Support
ON-Line Learning platform
Helpdesk
The Helpdesk team provides users with a primary point of contact for enquiries. The
helpdesk staff are able to answer most user queries and provide first-line technical
support or escalate the issue to an appropriate specialist.
Hours of Operation:
The dedicated ICT Help Desk is available from 8.00 am to 5.00 pm (Monday to
Thursday) and to 4.30 pm on Fridays. Support requests outside of these hours is via
email. These will be prioritised and actioned accordingly on the next working day. The
helpdesk service is not available outside of these hours, at weekends or during
council holidays You should e-mail the ICT Helpdesk on servicedesk@sgcyp.org.uk as
the primary method of logging a service request. A service request will automatically
be generated and you will be allocated a call reference number which will be emailed
to you. You will need to retain this e-mail as evidence that your case has been logged.
Alternatively if the call is urgent or you would like a technician to troubleshoot the
issue over the phone using remote assistance, then telephone support is available on:
01454 86 3838 The general agreement between Integra Schools and the
establishment, covering ICT's response times in working hours are:
Ticket Priority

First
Response

Resolution
Resolution
Plan

P1 – Urgent

2 Hours

4 Hours

9 Hours

P2 – High

4 Hours

9 Hours

18 Hours

P3 – Medium

8 Hours

16 Hours

27 Hours

P4 – Low

18 Hours

48 Hours

90 Hours

Ticket Priority

Example of Prioritisation

P1 – Urgent

• Critical Server / Infrastructure Failure
• Interactive Whiteboard / Projector Issues
• Issues that affect the running of the school as a whole
• Issues that acutely affect delivery of the curriculum

P2 – High

• Important issue affecting one users
• Set up a new user
• Set up a new email account

P3 – Medium

• Transferring an employee
• Fix a fault that is an inconvenience but does not prevent the user from working

P4 – Low

• Package, Test and Deploy standard software
• Move from one location to another

Our method of setting the priority adheres to recognised IT standards and is related to
urgency of the incident and impact that incident has on the school.
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Definition of Support Requests
Requests for support are generally designated as "service requests" or "incidents":
Incidents are about fixing problems – i.e. putting right something that worked before
but has since gone wrong. The aim is to get you back working as quickly as possible so
a work-around may be advised. Service requests are about enhancements or providing
something via a standard known procedure (software, hardware or a service) that you
didn't have before. Incidents are covered by the above response times, service requests
are usually subject to third party suppliers (hardware, software and service) and
therefore we cannot guarantee our ability to respond within these timescales. Our
commitment is to have all service requests completed within 20 working days.
Requests outside of the SLA can be negotiated.
Onsite technical support
Onsite technical support visits as part of our standard IT Managed Support solutions
are for a two hour duration, where possible in the mornings to deal with issues at the
start of the teaching day.
School / Establishments Obligations
Take due care of establishment equipment and respect those providing service
Follow the logging procedures as outlined
Provide access to equipment for service staff and to be present when necessary
Report any faults, damage or theft of equipment
Obtain training in the use of equipment and systems
Maintain ICT equipment that is fit for purpose. All ICT equipment provided by
Integra Schools has a standard life expectancy of 3-5 years
Ensure the ICT meets minimum standards specified for the purpose required
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Microsoft Licensing
Description of service
We can provide your school with a simple Microsoft licensing agreement that is
manageable, flexible and will provide legal cover on all of your schools equipment. As
a subscription service it eliminates the need to track Microsoft licenses on every
computer and significantly reduces your administration overheads. It is based on the
FTE count of staff. We are able to offer the full Microsoft Enrolment for Education
Solution (EES) with the education desktop and core CAL suite. This licence is required
by anyone running a Microsoft network and is available to all schools and academies.

Why choose us?
As part of our procurement service we are able to leverage the local authority’s size
and buying power to offer reduced rates for the EES agreement.

Benefits
Easy Compliance: Through the simplicity and predictability of counting FTE
employees just once per year, you can be confident you are fully covered for the
desktop platform products you selected regardless of yearly fluctuations in
employees or devices
Low Administration: Subscription licensing eliminates the need to track licenses
for the selected desktop platform products on every PC
Lower Total Cost of Ownership (TCO): Realise the maximum value from your
licensing investment with included benefits such as access to current technology,
Work at Home Rights (WAH) for faculty and staff, software Assurance for Microsoft
Volume Licensing, and Microsoft Office 365 Education A2
Student Advantage Benefit: When you license Office 365 ProPlus or Office
Professional Plus organization-wide for all of your faculty and staff employees, you
qualify for no-cost Office 365 ProPlus subscription licenses for your students
through the EES Student Option, which we have already launched for schools

Service offer
The subscription offers the latest versions of the Microsoft Windows and Office suite
together with all the client access licenses required to run a compliant network. These
include:
Windows Enterprise Upgrade
Microsoft Office Professional Plus and Office for Mac
Microsoft Core CAL Suite (Includes Windows Server CAL, SharePoint Server
Standard CAL, Exchange Server Standard CAL, System Center Configuration
Manager Client Management License, System Center Endpoint Protection, and
Lync Server Standard CAL.) Microsoft Enterprise CAL Suite3 (Includes all Core CAL
Suite components plus Exchange Server Enterprise CAL with Services [includes
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Data Loss Prevention and Exchange Online Protection], Exchange Online
Archiving, SharePoint Server Enterprise CAL, Lync Server Enterprise CAL, Windows
Server Active Directory Rights Management Services CAL, and System Center
Client Management Suite)
Microsoft Desktop Optimization Pack
Education Desktop with Core CAL Suite
Student and staff advantage program; and
Office Apps for Android and Apple devices

What is not included in your service
Software installation – this will be done as part of our Managed IT service offering
or by your IT Support Department / Provider
Physical Media – All software is provided as a download either by ourselves or
direct with Microsoft

Service Level Agreement (SLA) explanations
The contract term for this service is a minimum of three years. The Microsoft EES
subscription is an annual charge based on your Full Time Equivalent count of staff
using IT taken from Capita One in June each year. As an annual subscription it
includes the ability to increase or decrease subscription counts on an annual basis in
line with your staffing requirements. Previously software licensing was recharged as
part of the cost of purchasing a new PC/Laptop. At the request of schools we have
unbundled this to provide a more transparent cost model. Schools will no longer be
charged for software licensing as part the cost per PC/Laptop. The subscription is
reviewed annually in April and is subject to Microsoft’s pricing schedule. Supply and
install (if our responsibility) a standard Microsoft product - 10 days

Terms and conditions
Discontinuing Your Coverage after 3 Years
If you choose not to extend or renew your EES subscription after the initial 3 years, you
have the following options at the end of your licensed period:
1. Purchase perpetual licenses using the Buy-out Option.
If you had three years or more of coverage, you can purchase perpetual licenses for the
products and quantities you want to continue using by acquiring discounted “buy-out”
licenses offered under the program. When exercising the Buy-out Option, the
following limitations apply:
you can purchase perpetual licenses for your on-premises software through the
Buy-out Option only for the product(s) covered under your EES enrolment or
OVS-ES agreement
the Buy-out Option is not available for products licensed under the Student
Option or for Online Services
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devices that were not covered by the subscription cannot be included. For
example, if the corresponding subscription is limited to a particular department,
perpetual licenses cannot be purchased through the Buy-out Option for devices
outside of that department
you can only exercise the Buy-out Option prior to the expiration of your
subscription term
for products licensed organisation-wide, the Buy-Out quantity shall be at least
equal to the organisation-wide count, but shall not exceed the total quantity of
devices covered by EES on the date of the buy-out order. For example, during the
subscription term, if you have ordered licenses for 1,000 FTEs and have run
software on 1,100 devices, during the buy-out, you must purchase at least 1,000
but no more than 1,100 perpetual licenses per applicable product through the
Buy-out Option
for additional products that you have licensed non-organisation wide, you must
acquire perpetual licenses in the lowest total quantity of copies ordered during
any of the three 12-month periods immediately preceding expiration of the
enrolment or agreement; and
if you have fewer than three years’ EES coverage and want to migrate to
perpetual licenses, you can acquire the licenses you need through the Microsoft
Volume Licensing Open for Academic or Select Plus for Academic programs
2. Remove the software.
If you do not submit an extension order, do not sign a new EES or OVS-ES, or exercise
the Buy-out Option, you are required to remove all products from every device, and
your institution must revert to using the product that you had licences for prior to the
start of your EES coverage.
3. Choose a combination.
You can choose a combination of the choices listed above. For example, you want an
additional 12 months of EES coverage for Windows Pro Upgrade, perpetual licenses for
Visual Studio, and you no longer want to use any of the other products covered under
your current enrolment. To obtain this, you can submit a new order for Windows
upgrade, purchase perpetual licenses for Visual Studio using the Buy-out Option, and
remove the remaining products from all devices.
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Mobile Device Management
Description of service
With the introduction of the Apple iPad 2 in late 2010 the popularity and use of tablet
devices has grown exponentially. Mobile device management (MDM) is an industry
term for the administration of mobile devices, such as smartphones and tablets. MDM
is usually implemented with the use of a third party product that has management
features for particular vendors of mobile devices. We have implemented a solution
based on an MDM product from Meraki, for the management of Apple IOS devices. In
order to take advantage of this solution it requires schools/academies to subscribe to
our IT Managed Service. To purchase, manage and deploy apps from the iTunes app
store schools/academies require an Education Volume Purchasing Program account.
Free apps can be deployed without an account.

Why choose us?
We have extensive experience and understanding of the specific needs of educational
settings in the area of ICT. Our expertise includes but is not limited to Cisco, Microsoft,
Aerohive, Apple, Palo Alto and Cloud Technologies (including Office365). Our aim is to
ensure you have best value, robust and compliant systems – supporting you to meet
the ICT demands and comply with the Information rich agenda of 21st Century
schools, academies and educational settings. Our focus is 100% on the education
sector. With over 15 years of experience we have developed a service to meet the
requirements of our customers, through feedback and consultation. We believe we
now have the most comprehensive and flexible offering of any organisation, providing
one single point of contact for all of your ICT needs.

Benefits
Single ‘point of contact’ Service Desk for ICT issues guaranteeing efficient call
handling, either via our service desk number or online portal
Apple IOS Device Management. Enrol devices swiftly, configure profiles to impose
policies such as Wi-Fi
Distributing and managing apps made easy, allows you to deploy the apps you
have to the devices that require them
Enforce security policies to ensure any confidential data held on the device is
secure. Remote wipe if device is lost or stolen.
Allows you to have complete visibility of all your mobile devices from one
interface.

Service offer
This service offers the ability for schools to centrally manage their IOS devices through
a central interface providing the following features:
device enrolment - provides easy facilitation to enrol multiple mobile devices
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simultaneously
app management - distributes both free and purchased apps to devices, and
moves/removes apps to be used on other devices
profile management - creates and configures policies and profiles and associates
them with appropriate groups. Configures profile to impose policies such as Wi-Fi
and VPN
asset management - scans to fetch the details of installed apps, enforced
restrictions, installed certificates and device hardware details; and
security management - configures security policies such as the passcode, device
lock to protect data from outside threats

What is not included in your service
App purchasing – this is the responsibility of the school
Connecting devices to other networks

Service Level Agreement (SLA) explanations
This service is offered on a rolling annual contract basis. The pricing scheme is per
device, per year.
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5 Education Services
Integra Schools can support you with your school improvement agenda through a
wide range of Education Services. For challenge and support for leadership and the
curriculum we can provide you with School Improvement Membership and separately
a Governor Development Service. Both of these have a significant element of
professional development included as part of the service or as a preferential rate to
access the CPD of your choice through our online booking system. This is also the
place where you will find our comprehensive support packages for Newly Qualified
Teachers and our new offer for Improving Teacher performance. If you want to
improve school attendance then the Education Welfare Service offers a range of
support packages at different levels to suit your needs. They can provide you with
advice, early intervention strategies, strategic guidance as well as review of school
systems and policies. Most significantly they are able to carry out casework, home visits
as well as support you with the Local Authority statutory attendance procedures. If
promoting British Values, challenging stereotypes and providing access and inclusion
for minority groups is a focus for you, then the Ethnic Minority Traveller Achievement
service can support you with this, again at different levels to suit your needs. Integra
Schools is also the home of the Music Hub who, in partnership with leading
professional organisations, offer you a wealth of inspirational music-making activities
for children and young people throughout South Gloucestershire and beyond. We also
promote the highly valued and confidential Support for Headteachers service,
provided by the Primary Headteachers’ Executive, that ensures the personal well-being
of headteachers is taken care of.
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Continuing Professional Development
Description of service
Our Continuing Professional Development (CPD) Service provides a wide range of
bespoke, high quality professional development opportunities to schools and
academies. These cover building capacity and developing knowledge across a wide
variety of areas such as:
support staff to improve learning, teaching and assessment
development leadership skills
dealing with HR issues
effective information management; and
finance
We offer training courses, networks, conferences, bespoke programmes and support
surgeries that can all be booked online. We support a wide variety of school personnel
including senior leaders, teachers, subject leaders, parents and governors. With our
CPD Online booking and information system and our friendly and helpful telephone/
email helpline, we can discuss your needs and support you in booking your events. Our
newsletter, news items and twitter feed keep you up to date with our latest
information. Please check the services that you are subscribing to as they may include
preferential rates to some of our training opportunities.

Why choose us?
Our team of experienced trainers have a track record of delivering high quality
training
Advisers and trainers are highly qualified with a range of skills and accreditations
appropriate to the content including leadership development, teaching and
learning, curriculum, assessment, Health and Safety, HR services, Schools Finance
and Information Management
Our trainers are quality assured through monitoring visits, review of evaluations
and feedback discussions
Our advisers and trainers have backgrounds firmly rooted in working successfully
with schools and academies
Our training programme is comprehensive addressing a wide variety of school
needs
We use an online booking system that ensures internal accountability for
authorisation of bookings
Registering for our booking system will provide your staff with information about
training opportunities that are appropriate for their role
Our CPD programme is responsive to your needs and changes annually
We keep up to date with school priorities and our programme focuses on the
national and local issues that you may be looking to address
We provide support for the whole range of leadership development from NQT to
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experienced head teachers
Our training opportunities are local
We use local experts as well as national speakers where appropriate
We provide opportunities for you to network with other schools with interesting
practice.

Benefits
We can support you to:
improve staff confidence and capacity
improve teaching making it more engaging and challenging with a focus on
pupil learning and outcomes
provide professional challenge for your staff
improve leadership and management skills
address your school priorities
be compliant with new national or statutory expectations and up to date with
latest initiatives
learn from examples of effective practice in other schools
develop a supportive network of colleagues for ongoing support, dialogue and
visits; and
increase the variety and range of professional development opportunities
available to your staff

Service offer
We provide a range of courses and conferences which can be booked through
our online booking system
Courses are priced individually for subscription and non-subscription schools
Delegates can sign up for alerts to our online system so that they are informed
when relevant opportunities become available
Our online system has a news and twitter feed to keep you up to date
There is clear communication to delegates through our mail system
Invoicing for all training for your school is handled centrally
Following attendance at events our trainers are available to be booked for further
bespoke INSET and training in school or 1:1 support

Service Level Agreement (SLA) explanations
All courses and conferences are priced individually. You will get preferential rates for
some courses if you subscribe to those services.
School Improvement Membership
If you subscribe to this package then you will get preferential rates for courses being
offered by that team. There is a 10% differential between the full price of
courses/conferences and the preferential rate offered to School Improvement
Membership schools.
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Governor Development Service
If you subscribe to this service there is unlimited free access to training and
development opportunities as published in the governor development service annual
training programme.
HR
A subscription to HR Management and Casework Support and/or HR Administration
entitles you to discounted rates for HR training sessions
Health and Safety
A subscription to the Basic package attracts a 5% reduction in cost for health and
safety training arranged by the unit. A subscription to the Enhanced package attracts
a 15% reduction in cost for health and safety training arranged by the unit.
Information Management Systems (IMS) Support
Each school is allowed one place per site for each relevant course over a school
academic year when buying into the SIMS Managed Service and the IMS Only Service.
Additional delegates to courses will be charged separately.
Food Safety Courses for School staff
Delivered by trainers accredited by the Chartered Institute of Environmental Health for
the delivery of Level 2 Food Safety training. These courses are especially relevant to
train lunch Break Supervisors.

Terms and conditions
Each school using our online booking system needs to register on the system and
allocate a CPD Leader who is responsible for authorising bookings (and payments) for
their school.
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Education Welfare (Attendance)
Description of service
We offer a wide range of advice, early intervention strategies and support for your
school or academy, including alternative provision to improve school attendance. To
increase the attendance of your most vulnerable pupils we can support you with an
allocated Education Welfare Officer (EWO), who will provide strategic guidance
including, reviewing systems, policies and effective use of data. Our service also
provides you with a helpdesk staffed by experienced EWO’s to answer your queries.
We carry out regular school visits, casework, home visits and attendance meetings, and
support you with statutory attendance procedures. Where required, we can also advise
on penalty notices and help with the preparation of cases for court.

Why choose us?
We are a well-established, experienced and highly regarded team of professionals with
a flexible proactive approach to improving pupil attendance and achievement. The
team has over 40 years’ experience and extensive knowledge of safeguarding
procedures, the non-attendance legal process, early intervention strategies and
experience of working with hard to reach families. We also have extensive experience
of preparing cases for legal action in both the magistrate and family courts. Our team
is from a multi-disciplinary background and includes experienced EWO’s, family
support, teaching and SENCO experience. All EWO’s are trained in safeguarding and
can support and advise schools to fulfil their safeguarding requirements in respect of
attendance. We have a proven track record in delivering early interventions that
increase school attendance and improves attainment. Our experience covers
exclusions, children missing education, child employment and licensing, formal legal
attendance procedures and elective home education. We have been Responsible
Officers for parenting orders and have supervised education supervision orders. Our
close working relationship with Local Authority Senior Officers responsible for statutory
processes enables us to be immediately responsive to school’s concerns regarding
children missing education, penalty notices and taking legal action. We can support
you with interpreting your own and school comparative data to enable us to focus our
support on reducing the attendance / attainment gap of vulnerable groups, or
particular year groups in your school. We can also deliver training on improving school
attendance to school staff, parents and governors.

Benefits
A subscription to this service will help you to:
Increase pupil attendance and reduce persistent absence, including measures for
targeting a specific year, or vulnerable group
Increase staff awareness of the importance of attendance and punctuality
Meet statutory responsibilities for attendance and targets for attendance
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Improve home-school communication and relationships by acting as an
advocate between school and parents
Provide qualitative and quantitative evidence to support Ofsted inspections

What clients say
"We’ve enjoyed working with our EWO; she provides expert guidance and support.
More importantly she provides us with challenge and suggests solutions or signposts
ideas. It has been a genuine partnership that has resulted in attendance data
improving on every measure." Associate Head teacher, Downend School “Subscribing
to the Education Welfare Section has been very beneficial for the school. We have
been assisted with the normal attendance issues throughout the recent years but have
felt most supported with the two or three very complicated and serious attendance
cases we have faced. These cases have taken a considerable amount of our work but
we have been given advice and time from our EWO to help us find a way through the
issues. We certainly would not have been able to deal with them as effectively without
this support. We shall be subscribing to this traded service again in the
future.” Executive Head teacher, The Crossways Schools “Our EWO has been working
with our school for a year and has made a significant impact, improving attendance
overall and helping with some difficult cases. I would recommend the services of the
South Gloucestershire/Integra EWO team without hesitation.” Headteacher, Kings
Forest Primary School “South Gloucestershire’s Education Welfare Service has
provided invaluable support. Their knowledge, advice and administration support has
enabled us to implement robust systems and processes to track and process
attendance at our academy.” Associate Inclusion Lead & Deputy DSL, Winterbourne
Academy

Service offer
There are four different levels of service offered, from half a day at bronze level to
39 days at platinum level
Your purchased support is flexibly tailored to meet the needs of your school and
could include appropriate training and development sessions for parents, school
staff and governors
You will have a dedicated EWO for all subscriptions except Bronze and access to
a dedicated telephone helpdesk staffed by experienced EWOs
All subscribing schools can buy additional support on a pay-as-you-go basis at a
preferential rate
Bronze package - recommended for small primary schools
Three hours of helpdesk support from an experienced EWO to assist you with queries
regarding attendance issues.
Silver package - recommended for medium-sized primary schools
Eighteen hours of Education Welfare support with a dedicated EWO, as directed by
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the school.
Gold Package - recommended for larger primary schools/schools with greater
attendance issues, as well as smaller secondary schools
Sixty hours EWS support per year with a dedicated EWO, as directed by the school.
Platinum - Suitable for secondary schools requiring a one day weekly visits
One day per week for 39 weeks of the year with a dedicated EWO, as directed by the
school. Schools can opt to use some of this time for a comprehensive audit of systems,
a review of attendance policy and procedures, staff training, attendance assemblies,
and parents’ meetings/forum.

What is not included in your service
We do not deal with statutory guidance on exclusions nor issue Penalty Notices.

Service Level Agreement (SLA) explanations
This service is offered for a one year contract period for schools. For the subscription
options, a discounted tiered rate applies to help you to achieve value for money and
gain from purchasing at the higher levels. In addition, pay-as-you-go support is
available with preferential rates offered to subscribing schools. Please contact us to
discuss your individual requirements.
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Ethnic Minority and Traveller Achievement
Description of service
We provide specialist advice, guidance and training to schools and other educational
settings that promotes successful inclusion and raises achievement of English as an
additional language (EAL), Black and Minority Ethnic (BAME) and Gypsy Roma and
Traveller (GRT) pupils and actively support schools to establish positive relationships
with their parents and communities. We also support schools with professional
guidance regarding their duties under the Equality Act 2010 and Ofsted requirements
for the inclusion and support of BME/EAL/GRT pupils. Our expertise can help schools
to make effective use of additional funding for pupils new to English.

Why choose us?
We are a team with over 25 years’ experience specialising in school improvement
across all phases for BAME/EAL/GRT pupils, with our expertise rooted in our
diverse backgrounds, training and considerable school and classroom experience
The service has a strong reputation for delivering quality support and training,
along with strong links with relevant local and national professional organisations
We deliver a wide range of support in creative and flexible ways that are
responsive to your needs and work with you in relation to inclusion, diversity,
community cohesion and requirements for the Equality Act 2010
Our service recognises the importance of detailed data analysis for discrete
ethnic groups to inform interventions
We can work directly with teaching and non-teaching staff, or directly with pupils
and parents, facilitated by our multi-lingual staff
We are able to support your leadership team in preparing for Ofsted inspections
with regard to equality and diversity, Community Cohesion and closing the gap
We can work with you in assessing the needs of individual BME/GRT pupils and
facilitate multi-agency/integrated working for complex cases

Benefits
Increased staff confidence in challenging racism and stereotypes, as well as
promoting cultural and linguistic diversity
Enjoyment of learning through a culturally inclusive curriculum, as well as an
improved sense of belonging and well-being of all your pupils
Removal of barriers and inequalities in attainment and raised achievement of
BAME, EAL and GRT pupils
Parents more able to effectively support their children
School reflects its own, local and national diversity and policies are in place for
BAME, EAL and GRT pupils
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What clients say
“Support received from EMTAS has been highly responsive when we have needed it!
The varied strategies provided have impacted on pupil induction, immediate access to
learning and also longer term developmental provision at a whole school level. I found
the training provider to be knowledgeable and extremely engaging, both when
working individually with staff and in group training sessions.” Head teacher Bowsland
Green Primary “We have had excellent support from EMTAS over the past few years.
They have been able to tailor their support to suit our specific needs, ranging from a
workshop for parents with EAL on the British School System to a Whole School
Cultures day, promoting individual difference and equality. Staff training has been of a
high standard and has had an impact on improving our provision.” SENCO/DHT Christ
the King Primary "The advice and support received from EMTAS has given our staff
the confidence and knowledge to review and improve our provision and teaching.
Training was expertly tailored to our needs and has had a positive impact on
outcomes for our EAL children." DHT Broadway Infants “We have found the EMTAS
service invaluable in supporting us with improving our provisions for EAL and BME
over the years. We have been able to refine our systems and make them more
effective which has allowed us to tailor what we offer in the form of induction to meet
the needs of every child that walks through our doors whether newly arrived to the
country or at an early stage of language acquisition. We have also benefited from the
expertise of EMTAS staff during pupil conferencing, action planning and curriculum
development. This support has led to key school improvement and as a result our
'good' inspection outcome.” DHT Staple Hill Primary

Service offer
Examples of the types of support previously requested by schools include:
Strategic planning with senior leaders
BAME – BAME student voice
BAME – working with parents from different cultural and linguistic backgrounds
EAL – effective procedures and policies for the welcome and induction of new
arrivals
EAL – assessments for pupils learning English as an additional language
EAL – HLTA/TA Training – supporting pupils with EAL
EAL – developing reading and writing skills for EAL pupils
GRT – targeted support for GRT individual pupils
GRT – improving educational outcomes for Gypsy, Roma and Traveller pupils in
KS1 and KS2 and effective classroom practice
developing a culturally inclusive curriculum
citizenship in Reception – All Together Now; and
challenging stereotypes – work with pupils

Service Level Agreement (SLA) explanations
This service is offered on a rolling annual contract basis. It is offered at three different
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levels providing a number of days spread over three terms:
Bronze package – 2 days (For schools < 100pupils) Silver package – 3 days Gold package
– 4 days
The cost basis for this subscription is the number of days provision rather than a
per pupil basis
All subscribing schools can buy additional time on a pay-as-you-go basis at a
preferential rate
Small schools of less than 100 pupils may opt to purchase two days, for all other
schools a minimum of three days needs to be purchased
Minimum visit length is 0.5 day

Terms and conditions
The prices for this service offer is dependent on the commissioning received from the
council. We reserve the right to change prices or withdraw the service should
commissioning significantly change.
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Governor Development
Description of service
We provide a comprehensive professional service to all education settings from which
you benefit from a high performing governing board focused on strategy and quality
of leadership. We offer high quality, reliable advice, guidance, support and information
through a helpdesk, secure website and consultancy visits. We also offer a range of
support to identify priorities for improvement and steps that should be taken to
achieve those improvements. We also provide regular, insightful newsletters and
emails to keep your governing board up to date with national guidance and
legislation, as well as access to downloadable templates and sample policies. We
deliver a diverse and comprehensive programme of training and development
opportunities. This is updated regularly to keep governors well informed of their
responsibilities, the latest research and innovative practice.

Why choose us?
The service is managed and organised by our team of experienced and skilled
professionals, with a reputation for excellence
The team have an excellent understanding of the context and needs of governors
and schools/academies and more than 20 years’ experience of providing tailored
solutions to governors
Event evaluations show that delegates have a high regard for the content, quality,
knowledge and experience of the trainers. 99 per cent of evaluations for 2019/20
rated trainer knowledge as good or better
We actively contribute to regional and national organisations who play a
significant role in consulting, researching and developing innovative practice as
well as advising the DfE on governance related issues. This enables our customers
to benefit by having access to new and emerging best practice
We provide a flexible service that responds quickly to changing regulations and
new guidance and we’re often the first point of contact for school leaders and
governors when uncertain circumstances arise
Through an accurate understanding of relevant legislation and guidance we
support your governors and leaders to explore and challenge existing concepts
and create innovative solutions in a complementary and collaborative way
We support governors and clerks to develop their individual and collective
performance
We have close links with other school improvement professionals with extensive
knowledge and experience of local schools and other education settings
We can provide guidance and training that is tailored to the needs of your
governors and clerks, and based on their skills and experience

Benefits
As a result of purchasing this service your governing board will:
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Make informed decisions in the best interests of the school, based on up-to-date
information, practice and statutory guidance
Be confident to establish and communicate the vision, values and ethos of the
school setting and regularly review its effectiveness, reflecting on skills, current
practice and their capacity to self-improve
Be equipped and confident to provide appropriate support, challenge,
monitoring and evaluation of the school’s work
Lead their own work and fulfil their key and statutory responsibilities
Have an accurate well-informed understanding of the schools strengths, strategic
priorities for improvement and the progress made in these areas
Ensure the sound, proper use of the school’s resources
Understand their strategic role and corporate status, work in partnership with the
headteacher and build positive relationships in the school
Be supported by a clerk who is a key contributor to the effectiveness of the
governing board

What clients say
Quotes from courses / training “The help and support given by the governor services
team not only is invaluable but given without any judgement. They are a friendly and
efficient team to approach, which makes it easy to ask and no question is too simple.
Their depth of knowledge and resources to share have been so helpful for me coming
in new to the educational sector and becoming a governor, but even more so now
that I have taken on the role of chair of governors“ – Chair of Governors, Mangotsfield
Primary School, February 2021. “The Governor Services training programme delivers
courses that are relevant to current governance. The trainers are well briefed, the
supporting documentation informative and the team are always willing to answer any
follow up questions.”- Chair of Governors, Baileys Court Primary School March 2021.

Service offer
The following services are provided as an inclusive package in a simple cost
framework:
Unlimited free access to training and development opportunities as published in
the governor development service annual training programme
Induction training for all new governors
Network meetings for chairs and clerks at least twice a year
Hot topic briefing sessions at least twice a year
Access to our secure comprehensive website, as well as advice, guidance, support
and information via email or telephone
Termly newsletter and a weekly email update
Assistance with clerk recruitment and temporary clerk support
Training history reports for governing boards
Preferential rate for services provided on a consultancy basis.
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Services available to purchase on a pay-as-you go basis
The following consultancy services are available on a pay-as-you go basis. Prices
provided upon request, with discounts applied for subscribing schools:
Governor review - minimum 1.5 days
Governor self-evaluation
Skills audit analysis and report
Chair of Governors 360º analysis and report.
Non-subscribing schools can access the following services as pay-as-you-go rates:
Half, full day and evening courses
Hot topic briefing sessions
Assistance with clerk recruitment and temporary support.

What is not included in your service
The following services are provided to schools by us through local authority funding
and not subscription, to ensure that the authority meets its statutory responsibilities:
The making of an Instrument of Government – to reflect reconstitution or any
change to a governing board’s status
Local authority governor administration
Establishing interim executive boards and temporary / shadow governing boards
Advice and support to governing boards on amalgamation, closure or federation
processes
Informing schools/academies of expression of interests from potential new
governors
Database of all governing board membership and terms of office
Parent and staff governor election process and procedures.

Service Level Agreement (SLA) explanations
This service is offered for a one year contract period. The subscription will be charged
per governor, associate member and clerk for maintained schools, academies and
local governing boards, as at the previous December. The total subscription amount
for each school/academy will be calculated on the number of members according to
the school’s instrument of government, or local terms of reference, including the clerk
and associate members. Academy trust board subscriptions are calculated on the
number of trustees/directors on the board when full and the clerk. Academies will be
asked to provide the names of all trustees/directors (Directors / trustees who are also
governors within the same MAT will only be charged once). The maximum
subscription charge for primary, infant and junior schools and academies will be
capped at the equivalent of fifteen members.

Terms and conditions
All boards, including academy trust boards and academy local governing boards, must
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provide details of their governance structure in order for us to cost subscriptions
correctly. The prices for this service offer are dependent on the commissioning
received from the council. We reserve the right to change prices or withdraw the
service should commissioning significantly change.
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Headteacher Support
Description of service
As a Headteacher if you need professional and personal support then we can help you.
We offer confidential, professional and personal support to Headteachers in primary
and special schools in South Gloucestershire. We also promote effective, sustained and
efficient performance in headship through enhanced personal well-being. This service
is managed by the Primary Headteachers’ Executive and so is independent of Integra
Schools and the Local Authority.

Why choose us?
As previous primary Headteachers, our Headteacher Support Coordinators have
extensive experience of primary education. They will undertake various duties to
promote your well-being. We will not judge you but will be there to support you when
you need it as our primary role is to support Headteacher well-being. You can talk to
us in confidence.

Benefits
By subscribing to this service you will have access to an independent, confidential
source of help where and when you need it, to protect your well-being.

What clients say
Due to the confidential nature of the service it has not been possible to specify what
individual customers have said about the service.

Service offer
By subscribing to this service you will:
have access to an independent source of help where you need it
be provided with professional and personal support
receive regular emails drawing your attention to new alerts within education with
a commentary
receive at least one visit a year; and
receive confidential telephone support during school time, out of hours during
term time and on the three weekdays prior to the start of terms 1, 2 and 3

What is not included in your service
This service is only offered to primary and special schools/academies Headteachers
within South Gloucestershire.
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Service Level Agreement (SLA) explanations
This service is offered on a rolling annual contract basis. This is a fixed price service for
all schools and academies.
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Music Hub
Description of service
Our Music Hub provides a wealth of inspirational music-making opportunities to
children and young people. We work in partnership with leading professional music
organisations and music associates to provide schools and young musicians with a
progression pathway in music. This starts with whole class instrumental lessons and
leads on to individual and small group lessons. Young musicians are then encouraged
to join one of the Development Music Centres and eventually the Senior Music Centre
to play and socialise with other young musicians. Learning comes through a wide
range of musical genres and a wide range of string, woodwind, brass and percussion
instruments. We work with schools to support music in the curriculum through
specialist advice and training packages.

Why choose us?
Our service is led by a highly respected management team with twenty years’
experience in South Gloucestershire and extensive international experience in
music education
We have an experienced team of over 65 professionally qualified, DBS checked
Music Associate teachers offering lessons across a broad range of instruments
including the voice
All our Music Associates are regularly quality assured both by schools and the
Hub Senior Management Team to ensure that teaching is of the highest quality
We are the Arts Council England’s preferred provider of music activities in South
Gloucestershire
We have long-standing relationships with our schools
We provide the resources and infrastructure to provide high quality music
education and music opportunities to 6,000+ children and young people each
week
We provide professional development to all Music Associates up to five times a
year as part of our programme of continuous improvement
We provide professional development to school-based music teachers
We work in consultation with you each year to provide a best-fit timetable that
suits your needs
We have a remissions policy in place for young musicians whose families are in
receipt of financial support

Benefits
Purchasing this service means that:
your school is responding to the National Plan for Music Education
tuition is tailored to the needs of the young musicians
young musicians are part of a progression pathway of musical opportunity from
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first access to large scale ensemble music making
young musicians participate in performances in prestigious venues such as the
Colston Hall, St Georges in Bristol and Symphony Hall in Birmingham
young musicians can take part in Music Tours abroad to extend their social and
musical experience
we can increase the confidence of your staff through training on and off site; and
our expertise and advice is only a phone call away

What clients say
“Our teacher always smiled, even on the first day when we sounded like a basket of
cats in a washing machine” Y 4 student “I thoroughly recommend the five week vocal
programme. The entire class loved the sessions. The pace was excellent i.e. it hit the
ground running, lots of changes to keep things fresh.” Primary Head Teacher

Service offer
We provide you with a comprehensive booklet detailing all our provision in May each
year to enable you to book all your instrumental and vocal requirements for the
following September. The booklet includes details of our:
Music Explorer whole class programmes aimed at pupils in Y4
individual and small group instrumental/vocal tuition
loan of instruments to those who continue from First Access into individual and
small group tuition
five week singing programmes
Curriculum Delivery (PPA)
Primary School Carol Service held each December in Clifton Cathedral (1000
voices)
Infant Music Festivals
Music Therapy
support for choirs and ensembles in schools; and
low cost instrument hire - see www.southglosmusic.org for full details
We also provide out of school Young Musician activities in our two Development
Centres at Kingswood and Little Stoke on a Saturday morning and our Senior Music
Centre at Little Stoke on a Monday evening. Ensembles on offer are Wind, Jazz, String
and Full orchestras, guitar and ukulele groups. There are also three flute ensembles for
grade 1 – 8 students and a Junior and Youth Choir that meet during the week. We offer
a free one hour consultation for schools to create a bespoke School Music Education
Plan as required. We can also provide curriculum support to your school / academy
that is targeted to your needs. Our range of services includes delivery of lessons in
schools as well as curriculum support and advice, continuing professional
development courses and conferences and briefings for Governing Boards on the role
and potential of music in a school.
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Service Level Agreement (SLA) explanations
The following services are available to purchase: Subsidised whole class programmes
are available to purchase annually at the start of an Academic year or mid-year on
request
Charges are made termly in arrears
“Let’s sing!” – a five week singing programme
“Music Explorers” – ten and thirty week whole class instrumental lessons as part of
the National Plan for Music Education e.g Bhangra, Strings, Brass, Samba,
Djembe, Ukulele, Stomp, Rock Band, Fifes and Recorders
Infant Festivals
Chargeable Full Cost Recovery programmes with prices on request:
Individual and small group instrumental/vocal tuition at an hourly rate
Curriculum Delivery (PPA) at an hourly rate
Carol Service priced per head
Infant Festivals priced per head
Music Therapy at an hourly rate
Ensembles and Choirs in Schools at an hourly rate; and
Curriculum Advice and Support at hourly to full day rates
The Music Hub has a remissions policy in place for the children of families in receipt of
income support, free school meals or maximum tax credit.

Terms and conditions
A Service Level Agreement is available on the Schools page of the Music Hub website.
(www.southglosmusic.org) Full cost recovery charges are determined on an annual
basis and schools will be notified of any increases in line with CPI or as determined by
Members as part of the booklet sent out to schools in May each year.
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Early Career Teachers (formerly NQTs)
Service offer
Please see the website for an overview of the service and what we can provide.

Service Level Agreement (SLA) explanations
Early Career Teacher costs for South Gloucestershire maintained schools have been
partly subsidised in the past by the local authority. In line with other LAs this now
needs to be purchased by schools and the increase in cost is being phased in over two
years. The cost is an annual up front cost per Early Career Teacher. We are aware that
not all Early Career Teachers begin at the same time, so our service can be purchased
at any time that they start in role.

What is not included
The Early Career Teacher support package does not include individual teaching and
learning support. This can be purchased on a pay-as-you-go basis. Alternatively,
schools who subscribe to curriculum support can use this time. The service includes
only the Appropriate Body service. Additional training is separately costed. Schools will
also need to sign up to an Early Career Framework training provider.

Terms and conditions
As the Appropriate Body we have to work within the statutory guidance. There are
situations where we may not be able to register an Early Career Teacher. This may also
be the case with regards to giving extensions and reductions. Reductions also need to
be agreed in advance with the Appropriate Body. Please note: Early Career Teachers
need to be registered within two weeks of taking up a suitable post, as the
induction start cannot be backdated. If your school is considering employing a newly
qualified teacher, you will need to check that the post is suitable for Early Career
Teacher induction. A post needs to meet the requirements as listed below. If you are in
any doubt that the post provides the appropriate opportunities for induction, please
get in touch. Part of our role as the Appropriate Body is to make decisions on the
suitability of the post for induction. Considerations include:
Is the vacancy going to be for at least 65 contracted days, or a seasonal term?
Does the teacher have QTS?
Does the school have a suitable mentor, with appropriate key stage or subject
experience?
Can the school provide a timetable with 10% PPA and an additional 10% NQT
time?

Additional training offer Our CPD programme presented through CPD Online runs
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throughout the year. This programme is designed to complement and work alongside
the requirements of the Early Career Framework (ECF). Each school using our online
booking system needs to register on the system and allocate a CPD leader who is
responsible for authorising bookings and payments for their school.
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Challenge and Support Partner
Service offer
Please see the website for an overview of the service and what we can provide. Link to
website page

Service Level Agreement (SLS) explanations
We offer a package of support for three days. The package is priced on a daily rate
which is the same rate for schools purchasing two days of support and above. Schools
purchasing less than this will need to purchase on our pay-as-you-go rate. Subscribing
schools will be allocated a Challenge and Support Partner from our team. Subscribing
to our service also gives access to our preferential day rate and schools can purchase
additional days at this preferential rate. South Gloucestershire schools will be allocated
the same CSP as other members of their alliance hub to facilitate collaborative
working. Schools can choose to pool their time for work across their hub. Nonsubscribing schools can purchase support on a pay-as-you-go basis.

Terms and Conditions
The prices for this service are dependent on commissioning received by other
departments in the council. We reserve the right to change prices or withdraw the
service should commissioning significantly change. This service is subject to a
cancellation policy, a copy of this policy is below.

Cancellation Policy
This policy applies for all work undertaken by CSPs for South Gloucestershire Council,
including work commissioned by:
Education, Learning and Skills, including reviews and task groups
Integra Schools
The school
CSP visits are scheduled in advance through direct consultation with head teachers, so
we would not normally expect cancellations to be necessary. School Challenge
Partners are commissioned by Integra Schools on behalf of South Gloucestershire and
are paid for each day of commissioned work. Should work be cancelled at short notice
this could result in loss of earnings for the CSP if there is not time to rebook other
work. This could result in the need to still pay for the time. If a cancellation at short
notice incurs a charge then the school will need to pay for that time. There are some
exceptional circumstances where cancellation at short notice will not incur a charge.
Those circumstances include :
Head teacher or CSP illness
Ofsted inspection
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Emergency school closure - snow closure, Covid-19 full closure
Cancellation charges The table below details the cancellation charges. If Integra
Schools do not have to pay a CSP because they are able to rebook their time for other
work, we will waiver the charges.
Notice of cancellation given by
the school

Cancellation charge

More than 3 weeks

No cancellation charge

Less than 3 weeks

100% charge for any planning and 50%
charge for the session

Cancellations within 48 hours

100% charge

These cancellation charges are in line with other school support service cancellation
charges. Any agreed cancellations will be rebooked at the earliest mutual
convenience. Changes in requests CSPs will endeavour to accommodate changes
wherever possible, including postponement. However, if changes to the content of
training or INSET are required, we request that three weeks’ notice is given to allow for
planning alongside other school commitments.
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Curriculum Support
Service Offer
Please see the website for an overview of the service and what we can provide. Link to
website page

Service Level Agreement (SLA) explanations
We offer a package of support of three days based on a daily rate and subscribing
schools are able to use those days for support from across our curriculum team. This
includes English, maths, computing, online safety and school improvement. The days
can be used to support one focus or spread across subjects for a variety of activities,
such as school subject reviews / deep dives, training, teacher surgeries, subject leader
support, moderation and strategic work. Subscribing gives access to our preferential
day rate and schools can purchase additional days at this rate. It also gives access to
telephone support from the team. Whole days will be for six hours, suitable for
example for inset, moderation and subject reviews. Half days delivered will be three
hours. A staff meeting counts as a half day if this is required as a face-to-face session, to
take account of set-up time. If an afternoon session is requested followed by a staff
meeting, this will count as one day. Schools can choose to pool their time for work
across their hub if that would be beneficial, but participating schools will need to
contribute sufficient days to cover the work required. This is particularly effective for
moderation, training and sharing practice. Use of the time across the hub will need to
be agreed with a nominated lead. Non-subscribing schools can purchase support on a
pay-as-you-go basis.

Terms and conditions
The prices for our service are dependent on commissioning received by other
departments in the council. We reserve the right to change prices or withdraw the
service should commissioning significantly change. This service is subject to a
cancellation policy. We appreciate that occasionally it is necessary to cancel at short
notice, for example, in case of staff illness or Ofsted inspection. For subscribing schools
cancellation may result in a loss of subscription time if insufficient notice is given to
enable the adviser to book the time elsewhere, or if significant planning time has
already been invested in advance of the work. If schools require detailed visit records
or reports to be written then this must be agreed at the start of the visit so that
appropriate notes can be taken. The time for writing these is taken out of the
subscription time.
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6 Pupil Support Services
Integra Schools can provide you with a range of bespoke services that will support you
to improve outcomes for all children, including meeting the needs of your more
vulnerable pupils. We can work with your staff to build internal capacity and directly
with your pupils. We can improve behaviours, increase resilience and promote
inclusion to improve outcomes. As specialist practitioners and educational experts we
provide you with practical advice and support informed by current research to:
include all pupils whatever their need or vulnerability
improve relationships with the child at the centre
develop your strategic leadership capacity in SEND
train your staff to recognise need and develop inclusive practices
facilitate multi-agency partnerships
evidence and advance statutory processes
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Speech, language and communications
Service Level Agreement (SLA)
explanations
Our service packages include an initial consultation of one hour, followed by an agreed
number of days / half day sessions.
Bronze - 19 half day sessions of 3.5 hours duration - half day per fortnight
Silver - 19 one day sessions of 7.5 hours duration - one day per fortnight
Gold - 38 half day sessions of 3.5 hours duration - half day per week
Platinum - 38 one day sessions of 7.5 hours duration - one day per week
Each day is costed at 7.5 hours and half days at 3.5 hours. The cost per session for the
subscription levels are fixed and are not dependent on the type of intervention - i.e.
assessments, therapy and staff training. They include all employment on-costs which
include mandatory supervision and assessments, along with an Integra management
fee to cover invoicing and administration. The costs for larger packages provide savings
on the overall rate, which gives you a more competitive rate for platinum
subscriptions. Please contact us directly for costs. Pay-as-you-go assessments can take
place at any point in the year. These are often requested in order to provide an
assessment and report for an EHCP application.

Working as a group of schools
If you want to work with another school/s geographically to take advantage of
preferential rates for platinum subscriptions, we are happy to discuss options with you.
Terms and conditions It is the school’s responsibility to set up an initial consultation
meeting which is required for all package options. This is when parental consent forms
and teacher/SENCo referrals forms are discussed, along with what model of speech
and language support best suits your school or setting. This service is subject to a
cancellation policy. We appreciate that occasionally it is necessary to cancel at short
notice - for example, in case of staff illness, pupil illness or Ofsted inspection. For
subscribing schools, cancellation may result in a loss of subscription time if insufficient
notice is given to enable the Speech & Language Therapist to book the time
elsewhere, or if significant planning time has already been invested in advance of the
work. If the therapist needs to cancel for any reason, they will endeavour to make up
the time missed, or the session will not be charged for.
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Behaviour Support
Service offer
Please see the website for an overview of the service and what we can provide. Link to
website page

Service level agreement explanations
We offer three different packages of support providing a number of days that can be
used across three terms. Subscribing schools will be allocated their own dedicated
behaviour specialist, giving face-to-face and telephone access to ensure consistency in
support. Selections can be made from three packages, with a tiered rate, which
means the bigger packages have a reduced daily rate. We recommend that time is
used in half day slots, but we recognise that in some cases - where therapeutic work or
interventions are required, then smaller slots may be necessary. Costs are based on a
maximum number of face-to-face visits per package. This is because very short visits
incur additional time spent travelling and reduce the capacity of the team to deliver to
other schools.
Bronze support – 4 days (24 hours) with a maximum of 10 face-to-face visits.
Silver package – 8 days (48 hours) with a maximum of 20 face-to-face visits.
Gold package – 12 days (typically a three hour visit every two weeks) with a
maximum of 30 face-to-face visits.
Subscribing to a package gives access to our preferential day rate and schools can
purchase additional days at this preferential rate. Whole days will be for six hours and
half days delivered will be three hours. A staff meeting counts as a half day if this is
required as a face-to-face session, to take account of set-up time. If an afternoon
session is requested followed by a staff meeting this will count as one day. Support
from the team can also be commissioned by groups of schools and, in South
Gloucestershire, by the SEND clusters. This could include working strategically across a
number of schools for example, providing training for support staff. Non-subscribing
schools can purchase support on a pay-as-you-go basis.

Terms and conditions
Parental permission must be sought in advance so we can work with pupils. In South
Gloucestershire schools should use the South Gloucestershire’s Information Sharing
Form to obtain parental permission to refer pupils to our service. The prices for this
service are dependent on commissioning received by other departments in the
council. We reserve the right to change prices or withdraw the service, should
commissioning significantly change. This service is subject to a cancellation policy. We
appreciate that occasionally it is necessary to cancel at short notice, for example, in
case of staff/pupil illness, or Ofsted inspection. For subscribing schools, cancellation
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may result in a loss of subscription time if insufficient notice is given to enable the
behaviour specialist to book the time elsewhere, or if significant planning time has
already been invested in advance of the work. If schools require detailed visit records
or reports to be written, then this must be agreed at the start of the visit so that
appropriate notes can be taken. The time for writing these is taken out of the
subscription time.
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Educational Psychology
Description of service
The Educational Psychology Service
(EPS) supports early years’ settings,
schools, academies and colleges to
meet the needs of children and
young people with a wide range of
special educational needs and social,
emotional and mental health needs.
We use our knowledge of child development, psychological theory and research, and
our breadth of experience to support teachers and other professionals to enhance the
learning and emotional wellbeing of children and young people. We apply high
quality psychology to make a positive difference. We help education professionals find
creative solutions in the most difficult situations.

Why choose us?
As a team we have unique areas of expertise offering you access to a full range of
high quality support. Our model of service delivery allows us to respond flexibly to
your needs. We place psychology at the core of what we do, so we can provide a
skill set to compliment and extend that of your school. We offer a coordinated
response linking with teams across health and social care in South
Gloucestershire.
We are professionally trained psychologists who have experience of working with
children, young people and young adults from birth up to 25 years of age
All our educational psychologists are qualified at Masters or Doctoral level in
Educational Psychology and are registered with the Health Care Professions
Council (HCPC) and have up-to-date DBS certificates
We apply psychological knowledge, theory, research and understanding of child
development, educational systems and emotional health and wellbeing to
promote and deliver better outcomes
We engage in creative problem solving with teachers, practitioners,
parents/carers and, work with children, young people and young adults to
explore issues, identify needs and barriers to learning and plan ways forward
We have long standing links within the local community and work closely with
early years’ settings, primary and secondary schools as well as specialist
educational settings and Post 16 providers
There is a wide range of expertise, knowledge and skills across the EPS in
psychological assessment, specialist expertise around SEND, and training in
relevant areas
We continuously develop our skills, knowledge and expertise through supervision,
keeping up to date with evidence informed interventions
We have an ongoing commitment to providing quality placements for trainees
throughout their doctoral training
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Our work is supported by our links with:
universities providing the Doctorate professional training in Educational
Psychology
other psychology services nationally; and
professional bodies including the Health Care Professions Council, British
Psychological Society, Division of Educational and Child Psychology, Association
of Educational Psychologists

Benefits
We will ensure access to:
improved outcomes and promotion of a positive change for children, young
people and families
the promotion of achievement and therefore a positive impact on the attainment
of children and young people
capacity building of your staff to better meet the needs of children and young
people with SEN
EPs knowledgeable of your school setting through the established link EP
arrangement
EPs highly trained in typical and atypical child development who fully
understand the factors associated with successful classroom and learning
environments and how children and young people learn best
EPs who are up to date and fully understand all legislation, guidance and
research evidence in relation to SEN, behaviour and mental health and wellbeing;
and
INSET and training designed with a knowledge and understanding of your school

Service offer
The EPS provides both a core offer to schools in South Gloucestershire and a traded
offer. The core offer includes those services provided by the local authority to all
schools without direct charge.
Core Offer
All schools are offered a whole school consultation meeting with their link EP
during the Autumn term. This is to support decision making and priority setting
for SEN and inclusion issues in the school and to plan EP involvement
Statutory activities associated with the 2015 SEN Code of Practice
Assessment and production of Psychological Advice as part of the Education
Health Care needs assessment within statutory timescales for a Statutory
Assessment of special educational needs
Involvement in the Annual Review process where the educational arrangements
are no longer meeting the needs of the pupil
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Traded Offer
We also provide a number of subscription packages for schools to purchase. The
school can discuss and plan the range of the work they would like delivered with their
link EP. This could include:
systemic work in schools to develop the capacity of staff to meet the needs of
children with SEND, for example: working with senior leadership teams to
identify areas for whole school project work; bespoke training on areas that are
an issue e.g. anxiety around exams, problems at playtimes, issues around
behaviour management systems
training staff in a number of areas for example: Restorative Justice approaches;
anxiety, autism, bereavement; behaviour management; language and
communication; developing working memory; executive functioning;
attachment; attention deficit hyperactivity disorder
delivering Group interventions: Therapeutic Story Writing; FRIENDS Programme;
Social Skills; Circle of Friends
consultation at individual, group or whole school level
surgeries for parents/carers
consultation sessions for staff using a problem solving framework
therapeutic work, such as cognitive behavioural approaches, personal construct
psychology and, solution oriented approaches; and/or
supervision and mentoring for staff supporting children with the most complex
needs

What clients say
“We have valued the way in which our EP has worked with the senior team to improve
our systems and arrangements for behaviour and SEN” School “The EP helped us really
understand our son’s speech and language difficulties and our relationship was
improved with the school as we worked together to support him in his learning”
Parent

Service Level Agreement (SLA) explanations
This service is offered on a rolling annual contract basis at five levels:
Bronze – telephone support for up to 3 years Silver – 3 days Gold – 6 days Platinum – 9
days Diamond – 12 days
Below are other options where schools can join together to buy a package For these
packages, one school will need to be the lead to provide the payment to Integra
Schools and to invoice other schools for their payment. They will need to determine
how many days each school is having from the package:
Package A for up to 4 small schools with under 150 children in each school - 8 days
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Package B for a cluster of schools - minimum 36 days Package C for a cluster of
schools - minimum 50 days
If any of these packages do not meet your requirements, please contact the
Educational Psychology Service directly. The Educational Psychology Service also
provides the facility for schools to purchase additional EP time on an hourly/daily PayAs-You-Go basis Where the Educational Psychologist is undertaking work around
individual children, all written documentation, liaison with external professionals and
parents/carers is part of the purchased time.
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Inclusion Support
Service Offer
Please see the website for an overview of the service and what we can provide. Link to
website page

Service Level Agreement (SLA) explanations
We offer three different packages of support providing a number of days that can be
used across three terms. The days can be used across all the areas of specialism or
concentrated on a specific school priority. Subscribing schools will be allocated a
cluster lead from the team who will contact them to find out about their
requirements. Schools can select from the following packages and costs are based on
the number of on-site visits.
Bronze Support – 2 days with a maximum of 5 on-site visits
Silver Package – 3 days with a maximum of 8 on-site visits
Gold Package – 4 days with a maximum of 10 on-site visits
Subscribing to a package gives access to our preferential day rate and schools can
purchase additional days at this preferential rate. It also gives access to telephone
support from the team, where we operate a triage system where short phone calls are
included in your subscription. If you telephone the helpline and the takes a longer
time period, or you require the expertise of a particular team member, this will be
booked in for you and part of your subscription time will be used for this. We also offer
online drop-in surgeries for SENCos which are included in your subscription. Whole
days will be for six hours and half days delivered will be three hours. A staff meeting
counts as a half day if this is required as a face-to-face session, to take account of setup time. If an afternoon session is requested followed by a staff meeting, this will
count as one day. Support from the team can also be commissioned by the SEND
clusters. As an example, this could include working strategically across a number of
schools, providing training for support staff. Schools can also choose to pool their time
for work across their hub, which is particularly effective for working on shared
priorities, training and development work. Non-subscribing schools can purchase
support on a pay-as-you-go basis.

Terms and conditions
Parental permission must be sought in advance so we can work with pupils. In South
Gloucestershire schools should use the South Gloucestershire’s Information Sharing
Form to obtain parental permission to refer pupils to our service unless they have an
EHCP. The prices for this service are dependent on commissioning received by other
departments in the council. We reserve the right to change prices or withdraw the
service should commissioning significantly change. This service is subject to a
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cancellation policy. We appreciate that occasionally it is necessary to cancel at short
notice, for example, in case of staff illness or Ofsted inspection. For subscribing schools
cancellation may result in a loss of subscription time if insufficient notice is given to
enable the adviser to book the time elsewhere, or if significant planning time has
already been invested in advance of the work. If schools require detailed visit records
or reports to be written then this must be agreed at the start of the visit so that
appropriate notes can be taken. The time for writing these is taken out of the
subscription time
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Therapeutic Services
Description of service
Therapeutic Services is a confidential service that delivers a range of support to
promote the emotional resilience and well-being of your vulnerable pupils. It
specifically supports pupils who do not meet thresholds for Tier 3 and 4 services. Our
experienced and highly qualified Counsellors and Therapists use a range of
interventions to work with pupils who experience complex emotional and behavioural
issues. These can relate to life events and trauma, beliefs about self, diagnosed
conditions (e.g. ASD, ADHD) and physical and mental health. The service encourages
pupils to explore feelings and emotions in a safe environment. The integration of
different approaches means therapy can be tailored to meet a variety of needs and
concerns. Our staff can work with individuals or with small groups of identified young
people.

Why choose us?
All counsellors and therapists have undergone a rigorous recruitment and
selection process to ensure that they have the appropriate knowledge, skills and
personal qualities to deliver the service professionally and safely. All professionals
have been DBS checked by Integra Schools
All therapists work within the Health and Care Professionals Council’s Standards
of Conduct and are members of relevant professional associations, e.g. British
Association of Art Therapists (BAAT), British Association of Drama therapists
(BADth) or Association of Dance Movement Psychotherapists (ADMP)
We have four Integrative Counsellors that use a combined approach to
psychotherapy. They use a person-centred, non-judgmental, non-directive
approach using a range of techniques from talking, play, art and role play to tailor
each session to an individual’s needs
The Creative Arts Therapies group is made up of therapist from the four separate
professions of Art, Dance-Movement, Drama, and Music. They share a strong
common feature in that all arts therapists are dual trained in both their specified
art form and in psychological therapy
As part of our quality assurance processes the counsellors receive monthly
supervisions with an Advanced Counsellor registered with the British Association
of Counselling and Psychotherapy

Benefits
We can support you to:
increase pupil’s mental health and well-being
develop pupil’s emotional resilience
improve pupil’s engagement in learning
reduce inappropriate, erratic and challenging behaviour
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improve relationships with peers and adults; and
address emotional barriers to pupil’s progress and attainment

What clients say
“It is wonderful to have the facility to be able to purchase this service from a trusted
source. The sessions made considerable impact on the children, increasing their wellbeing, happiness and readiness to engage in education. The service is an ‘extra string
to the bow’ to offer to our families.” Head teacher Bailey’s Court Primary “The
Counsellor has been flexible in planning and working arrangements. She understands
her role in relation to other school staff and developed excellent relationships with
children and staff. The counselling had a positive impact upon the children in terms of
emotional needs. Children say that they look forward to attending the sessions and
appear happier in school.” Head teacher Tyndale Primary

Service offer
We offer a choice of Integrative Counselling and Creative Art therapies including Music
Therapy. Integrative counselling is a combined approach to psychotherapy that brings
together different elements of specific therapies. Integrative therapists take the view
that there is no single approach that can treat each young person in all situations.
Each young person needs to be considered as a whole and counselling techniques
must be tailored to their individual needs. It is a person-centred approach. In the
sessions, therapists take a non-judgemental and non-directive approach and use a
range of techniques from talking, play, art and role play to interact with young people
to enable them to reach their potential. As part of the quality assurance the
counsellors receive monthly supervisions with an Advanced Counsellor registered with
British Association of Counselling and Psychotherapy. The Creative Arts Therapies
group is made up of the four separate professions of Art, Dance-Movement, Drama,
and Music therapies. They share a strong common feature in that all arts therapists are
dual trained in both their specified art form and in psychological therapy. Children
and young people referred to a therapist need not have previous experience or skill in
Art, Dance-Movement, Drama or Music. Taking a person-centred approach, a therapist
may use any medium that the child responds to; story, art, movement, small world
projection, sand tray, in order to explore emotional and/or behavioural issues. Creative
Arts Therapy allows the child/young person to explore emotive material at a safe
distance in a playful way, whilst encouraging creativity, spontaneity and increasing
confidence and self-expression. Music therapy aims to facilitate positive changes in
behaviour and emotional well-being and is essentially a social activity involving
communication, listening and sharing. Our solutions include Soundbeam which uses
ultrasonic sensors to detect movements and translates them into electronic music. It
can detect anything from large body movements (as in a dance performance) to
movements as small as blinking or movements of an eyeball. Soundbeam can:
enable all children to create and perform music
be used in all areas of the curriculum
develop concentration and alertness and confidence
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encourage children to express themselves
develop children’s imagination
promote independence and turn taking; and
develop body movements and switch control

Service Level Agreement (SLA) explanations
This service is available to purchase whenever a requirement is identified. There are
two options available to you for Integrative Counselling or Creative Art Therapies
(excluding Music Therapy). For both options the Counsellor/therapist will carry out an
initial meeting of up to half a day prior to starting the sessions to discuss your
requirements. At the initial meeting you will agree between you the number of pupils
to receive counselling/therapy in the time available.
Option 1 (Integrative counselling or Creative Art therapies)
1 day per week for 1:1 sessions for 10 consecutive weeks
Option 2
(Integrative counselling or Creative Art therapies)
Half a day per week for 1:1 sessions for 10 consecutive weeks
Music Therapy
This is charged at an hourly rate. A minimum of one hour needs to be booked. This
particular therapy is booked through the Music Hub.
Education Psychology Therapeutic Work
In addition to the therapeutic services offered by Integra Schools, the Education
Psychology Service can also work with individuals or groups using cognitive
behavioural approaches, personal construct psychology and solution oriented
approaches. Education Psychology subscription time or Pay-as-you-go can be used to
purchase this work. The service can also offer a 10 week course of Therapeutic Story
writing for a small group which can either be taken out of subscription time or Pay-asyou-go.

Terms and conditions
Counsellors or therapists can only work with children who have a signed agreement
form from their parent/carer. To ensure confidentiality of the pupil, schools must:
understand that the counsellor/therapist will not share information or discuss
their work unless there are safeguarding concerns
provide a safe and private room in which the counsellor or therapist works with
identified pupil/s; and
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provide lockable storage for the counsellor/therapist to store confidential pupil
notes/art work
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7 Audit and insurance
Integra Schools broker a range of audit and insurance services services that South
Gloucestershire Council offers schools and academies. Services offered to academies
include admissions checking, free school meal eligibility checking and audit to provide
independent assurance to your governing body. Maintained schools are offered a risk
management and insurance service, including advice, insurance and claims
management.
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Admissions to academies
Description of service
Our School Admissions service is
provided by the Admissions and
Transport section of the Department
for Children, Adults & Health and is
offered to academies on a purely
traded basis.
Where admission to academies is subject to the same oversubscription criteria as the
authority’s prevailing admissions policy, the Admissions and Transport Team is able to
rank and allocate places for first admission to school (year seven for secondary schools,
reception for infant and primary schools) on behalf of the academies on the basis of an
annual charge.

Service offer
The features of this service are summarised below:
investigating address queries for individual children
checking sibling links
identifying children living in the relevant Areas of Prime Responsibility
measuring distances from home to school
ranking all applicants for a place including late applications
dealing with queries (telephone, email and letters) from parents/carers
concerning the allocation of places
copying relevant correspondence for the academies for admission appeals; and
answering queries relating to waiting lists for admission to year seven/reception
identifying children that have Education Health and Care Plans (EHC Plans)
check pre LAC/LAC status
added value feature includes advice can also be given on the Admissions Code
and associated regulations.

Annually subscribed services
The following services are available on an annual subscription basis with contracts
starting in April for the following September intake.
Charges from September 2018
Service

Charge

Bulk admissions 2018/19

Primary

Secondary

Co-ordination of all applications for bulk Year seven/ Reception admissions
(including despatch of offer letters)

No charge

No charge

For schools oversubscribed on first preferences Allocation of places, on behalf
of the academy, in accordance with the authority’s oversubscription criteria.

Set fee based on two weeks’ work per
annum for academies

Set fee based on three days’ work per
annum for academies

For schools oversubscribed on all preferences Allocation of places, on behalf of
the academy, in accordance with the authority’s oversubscription criteria.

Set fee based on three days’ work per
annum for academies

Set fee based on one and a half days’
work per annum for academies

For schools undersubscribed on all preferences Allocation of places, on behalf
of the academy, in accordance with the authority’s oversubscription criteria.

No charge

No charge
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The following services are available for purchase on a pay-as-you-go basis:
Charges from September 2018
Service
Provision of a direct line measurement from home to school on an ad hoc basis
(generally for in year admissions). This service is offered subject to the academy
having the same distance criteria.

Charge
Price £5.00 Per measurement

Trader contact details
Charlotte Johnston
Admissions and Transport Manager
Department for Children, Adults & Health
Tel: 01454 863295
Email: charlotte.johnston@southglos.gov.uk
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Internal Audit Services to Academies
Description of Service
We will undertake systems checks, in
accordance with the Academies
Financial Handbook, to provide
independent assurance to the
Governing Body that:
the financial responsibilities of the GB are being properly discharged
resources are managed in an efficient, economical and effective manner
sound systems of internal financial control are being maintained; and
financial considerations are fully taken into account in making decisions

Why choose us?
We are a team of professional public sector internal auditors based locally in South
Gloucestershire. We provide audit services to all South Gloucestershire schools and the
majority of the Local Academies, therefore, we work with your partners. We are
experienced in the systems and needs of your Academy Trust. We are specialist
computer, contract and VFM auditors providing you with access to best practice
policies and procedures. We review the efficiency of key functions within your
Academy Trust and have a track record of recommending measures that do not
reduce control assurance but do provide improved value for money. We have
experience of completing audits on a wide range of topics for academies.
Recommendations made and assurances provided have proved invaluable to
Management and Governors in academies we have supported. We are constantly
developing our services in partnership with the schools we work with and therefore
the list of areas covered is not intended to be exhaustive. We will also adapt in the
light of any changing guidance.

Benefits
We make a positive contribution to the achievement of control systems by:
reviewing risk management arrangements
securing the relevance, reliability and integrity of information
providing reassurance that an anti-fraud and corruption culture exists; and
providing advice and assistance and sharing best practice

What clients say
"We appointed South Gloucestershire Council Internal Auditors in January 2012 when
we created the Olympus Academy Trust and when Bradley Stoke Community School
converted to an academy. We undertook our first audit in April 2012 as part of the
initial one year plan and subsequently agreed a three year risk based audit plan to
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cover not only the financial processes but areas such as safeguarding, HR, IT security,
data protection, risk management, governance etc." "We have found the
recommendations from the audits extremely useful in helping us to shape our
processes after conversion and introduce consistency across the Trust as it has grown.
The reports are clear and concise and provide the Executive Head teacher, Audit and
Risk Committee, the Board of Directors and our external auditors with assurance that
that we are operating within the guidelines of the Academies Financial Handbook."

Service offer
In consultation with the Academy Trust’s management we will prepare an audit plan
for reviews, to meet the requirements of the Academies Financial Handbook. This plan
will be reviewed annually with management in light of the current risks facing the
Academy Trust. The plan will be presented to the Governing Board in advance of the
commencement of the academic year to ensure the Governing Board is fully informed
of our plan and has the opportunity to comment. The number of days will be detailed
in the quotation to be supplied to the academy. The extensive range of topics we
support you with include:
financial planning including, financial planning and budget setting, monitoring
and reporting arrangements, Treasury management procedures, management of
overall cash flow and, reconciliations of all key control and bank accounts
strategic planning
payroll including: starters and leavers, variations to pay and standing data
collection of income and debtor control
purchasing including assurances of a robust procurement strategy
risk management
governance arrangements
personnel procedures: safer recruitment procedures including criminal records
check bureau procedures
VAT procedures
compliance with Safeguarding Policies
internal communications
management of assets
Data Protection and Freedom of Information; and
whistleblowing procedures
We can also offer a suite of IT audits:
IT acquisitions
IT security
compliance with the ICT strategy
software licensing
business continuity planning; and
disaster recovery

135/141

Integra

Service Level Agreement (SLA) explanations
This service is offered on a rolling annual contract basis. We charge on the basis of a
competitive daily rate which will be agreed with you. This rate includes all expenses
and costs of managing the contract. A minimum level of service has been set which is
usually an audit plan of no fewer than 5 days per year in order to be able to provide a
minimum level of assurance.
A draft brief (terms of reference) will be issued for each visit detailing coverage
and specific risks areas to be examined
A checklist will be issued at least one week prior to the visit detailing
documentation/information which will need to be accessed for the audit
The days quoted for an audit assignment will comprise time for planning and
preparation, site visit time and time to collate results and prepare a report for the
consideration of the Academy Trust, therefore, the Auditors may not be present
on site for the entirety of the time listed in the plan
To maximize on the value from our visit to you, we ask that you act as liaison with
staff to ensure they are free on the dates of audit and to ensure they make
themselves available to the auditors. This is essential to ensure the Auditor
completes their work in a timely manner. If an audit is postponed or cancelled by
the Academy Trust after the appointment has been agreed, we reserve the right
to make a charge

Terms and conditions
We will invoice for our services once the final audit report has been issued, in
accordance with the time taken for the audit.
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Risk Management and Insurance Service
for Maintained Schools
Description of service
The Risk Management and Insurance
Service is provided by South
Gloucestershire Council. It is centrally
organised and is a purely traded
function. This service offer is to
maintained schools only.

Why choose us?
With more than 50 years combined experience within the insurance industry, of which
30 years is within local government, our team has considerable knowledge and
expertise of all aspects of insurance and claims handling. In addition, the manager also
has qualifications in Health and Safety and is a Registered Risk Management
practitioner ensuring sound advice is given in all insurance and risk related areas.

Benefits
The principal benefits of this service are summarised below:
experienced market analysis of the requirements for the school's insurance cover
identification and analysis of risk
strenuous negotiation of insurance premiums across a panel of providers
minimising potential increases in premiums for future years through collective
bargaining
management of claims from receipt through investigation to presentation of
claims; and
recovery of uninsured losses where possible
The additional advantages provided by Risk Management and Insurance include:
advice on maintaining adequate insurance cover to meet the changing demands
of schools and the extended use of schools; and
risk management analysis including compilation and maintenance of records to
assist the successful outcomes of negotiations with insurers

Service Offer
This service is offered for a three year contract period with charges reviewed annually
each April. Charges are subject to the annual renewal terms from the Council’s
Insurers.
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Procurement and Management of Insurances
Full details of the current insurance portfolio as it applies to Schools are available on
application but, to summarise, the major risks for consideration are:
material damage (buildings and contents) – fire and perils
additional expenses including loss of rent
money
engineering - insurance and inspection to comply with statutory requirements
employers’ liability; public liability; officials’ indemnity
libel and slander
fidelity guarantee; and
personal accident
Our service includes:
the identification and analysis of risk and the procurement of insurances in
accordance with EC Procurement requirements
maintenance of appropriate levels of insurance for the school, ensuring payment
of premiums are met within given time scales. We will also provide declarations
to insurers
claims management: for schools facing an insurance claim we will investigate
and present the school’s claim to relevant insurers. We will negotiate with the
insurers and any associated intermediaries. The Team will respond to claimants
where appropriate and, where possible, will recover uninsured losses; and
support services: full support is available to schools purchasing this package.
Support may be in the form of the provision of general or specific advice
regarding Risk Management and Insurance, and the placement of relevant
insurance, where necessary. The Team will compile and maintain such records in
order to promote Risk Management and to negotiate insurance renewals. The
Team will assess and manage the provision necessary to meet the levels of selfinsurance.
The following services are available on a pay-as-you-go basis:
business travel insurance
hirers’ public liability insurance
motor insurance for minibuses and other vehicles; and
insurance for all weather pitches

Service Level Agreement (SLA) explanations
Our standard service is available annually from April each year. Additional services are
available on a pay-as-you-go basis.
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8 Administration
We understand that you have a wide range of stakeholders to engage, information
and best practice to share and time-consuming administrative tasks to complete all of
which compete for your time and focus. Integra would love to help take responsibility
for some of these tasks to allow you to focus on your core purpose. We have a team of
administrators who have considerable experience in conference organisation and
swimming administration, with access to systems and contracts that enable us to take
over the responsibility and you to have peace of mind they are in safe hands.
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Swimming Administration (including
transport)
Description of service
We provide a comprehensive package to co-ordinate and manage your timetable for
swimming lessons. We can also co-ordinate your transport to and from lessons and
provide training sessions for your teachers responsible for swimming.

Why choose us?
We have a dedicated swimming coordinator who manages an authority-wide
service. We liaise with pool staff and transport on a daily basis to deal with your
queries
We have a proven track record and have been managing this service for schools
for 15 years
We use our local knowledge of pools and transport services to provide you with
competitive prices through a tendering process
We use our relationships with pool managers to ensure you have qualified
swimming instructors
We establish a best-fit timetable in consultation with your school
We take account of any special transport needs or medical conditions of pupils in
your school

Benefits
A subscription to this service will help you to give your Key Stage two pupils:
the opportunity to reach their National Curriculum target of swimming at least 25
metres unaided
improved coordination and general health through increased strength, stamina,
balance and posture
increased water confidence and the ability to stay safe in water; and
the opportunity to take part in a sport which is recognised as one of the most
cost effective ways of engaging a large group in sport
Our training will ensure that your staff develop their ability to deliver swimming
effectively or to support the swimming instructor.

Service offer
We use the following Circadian Trust Active Leisure Centre Pools:
Bradley Stoke Leisure Centre
Kingswood Leisure Centre
Longwell Green Leisure Centre
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Thornbury Leisure Centre
Yate Leisure Centre
Filton Sports and Leisure Centre pool (Filton Town Council)
We provide a timetable for the full academic year (39 weeks). This includes
conventional sessions that can be booked each week on a set day and time and block
weeks that can be booked for five days a week. Pool charges are for a 30 minute
session inclusive of one instructor for the half-hour session. Additional instructors can
be requested at an additional charge.

Service Level Agreement (SLA) explanations
Our service can be purchased for your requirements for the academic year, with
additional instructors available at an extra charge.
Pool costs and transport are negotiated on an annual basis and you will be given
indicative costs for the academic year in the preceding February. We confirm
bookings before the end of the summer term
Schools can request a combination of conventional weekly swimming sessions
and block swimming sessions; the two are not mutually exclusive
Swimming sessions are allocated in 30-minute time slots. The time includes 25
minutes pool instruction and five minutes for session change-over
For an average class size of 40 pupils we would recommend a minimum of three
school staff to help with instruction alongside the poolside instructor
A maximum of 40 swimmers can be accommodated in each lesson regardless of
the number of supervisory adults present
The first and last sessions of the day are likely to incur a higher transport charge
than other sessions
Late cancellations may be charged

What is not included in your service
You are responsible for:
providing adults other than the poolside instructors
informing the poolside instructor about any medical needs that your children
have; and
informing the poolside instructor about the swimming ability of your children

