
Model Contracts of Employment and Workplace Policies Training 
Workshop



The Catholic Education Service – who they 
are and what they do
• Catholic Poor School Committee founded in 1847

• Agency of the Catholic Bishops’ Conference of England and Wales 



The Catholic Education Service –
who they are and what they do
• Responsible for promoting and securing education on behalf 

of the Catholic bishops  

• Liaise with Government, more particularly the Department 
for Education 

• Serve, support and guide Catholic Dioceses in England and 
Wales

• Produce model employment documentation for use by 
Catholic schools and academies 



Why does the CES produce model 
employment documentation?
• Bishops’ Memorandum on Appointment of Teachers in Catholic 

Schools. Update

• Available for download from the CES website: 
http://www.catholiceducation.org.uk/employment-
documents/bishops-memorandum 

• “…help, and guide employers in Catholic schools to fulfil their 
responsibilities, including statutory responsibilities, to preserve 
and develop the Catholic character of the school in relation to the 
appointment of teachers”

http://www.catholiceducation.org.uk/employment-documents/bishops-memorandum


Why must Catholic schools use 
the  model employment 
documentation?
• Bishops’ expectation as outlined in their Memorandum

• Governing body’s duties to maintain and develop the 
Catholic character of the school

• Foundation governors duties to ensure this objective is 
achieved



The Bishops’ Memorandum

• The Bishops Memorandum on the Appointment of Staff in Catholic 
Schools’ sets out the Bishops’ collective requirement on all Catholic 
schools and colleges in relation to staffing, the use of CES contracts 
of employment, workplace policies and associated model 
employment documents for Catholic schools. All Catholic school 
governing bodies must ensure that they have a copy of the Memorandum 
and that they comply with it.

• The Governing Bodies are the employers of the staff, to whom they should give 
clear guidelines about the Catholic character of education and life in their 
school. As employers the Governing Body must ensure that the appropriate 
contract of employment and associated documentation, as published by the 
Catholic Education Service (“CES”), is issued. It is because the contracts reflect 
the Bishops’ requirements that the Catholic character of schools is preserved 
and developed that the Bishops expect all schools to use CES model contracts 
of employment for their staff. The CES model contracts ensure, in the context of 
the role within the school which the employee is employed to perform, the 
preservation, maintenance and development of the Catholic character of the 
school.



The different types of 
model documents the CES 
produce 
• Recruitment stage

• Contracts of Employment

• Workplace Policies



Recruitment Stage Model 
Documents 
• Model Application Forms

• Guidance

• Contracts



Model Application Forms

ohttp://www.catholiceducation.org.uk/recruitment-
process/item/1000042-model-application-forms

http://www.catholiceducation.org.uk/recruitment-process/item/1000042-model-application-forms


Personalise The Form



Guidance

http://www.catholiceducation.org.uk/recruitment-
process/item/1000051-model-recruitment-documents-
guidance

http://www.catholiceducation.org.uk/recruitment-process/item/1000051-model-recruitment-documents-guidance


Model Contracts of Employment

ohttp://www.catholiceducation.org.uk/employment
-documents/template-contract-for-schools

http://www.catholiceducation.org.uk/employment-documents/template-contract-for-schools


Model Contracts of 
Employment 
• Contracts available in two formats:

1. Downloadable Microsoft Word versions

o Yellow text – user to select between two or more options

o Green text – user to input relevant information





Model Contracts of 
Employment 
• Contracts available in two formats:
2. Electronic Contract Generator

o Form fill exercise which automatically populates a tailored PDF 
contract 

o Quick, easy and effective way of producing staff contracts

o Currently only available to schools 













Model Workplace Policies
• Separate model policies for schools and academies located in England and Wales

• Model policies underpin model contracts of employment

• CES model policies:
o Disciplinary Policy and Procedure  

o Grievance Resolution Policy and Procedure 

o Sickness Absence Policy and Procedure 

o Appraisal Policy and Procedure for Teachers 

o Appraisal Policy and Procedure for Support Staff 

o Capability Policy and Procedure

Schools

http://www.catholiceducation.org.uk/employment-documents/model-policies-and-
procedures/itemlist/category/77-england-schools

Academies

http://www.catholiceducation.org.uk/employment-documents/model-policies-and-
procedures/itemlist/category/78-england-

http://www.catholiceducation.org.uk/employment-documents/model-policies-and-procedures/itemlist/category/77-england-schools
http://www.catholiceducation.org.uk/employment-documents/model-policies-and-procedures/itemlist/category/78-england-


Model Workplace Policies
• Consultation with national trade unions

• Governing Body must adapt and adopt the model policies to 
meet the needs of their school

• Governing Body must consult the workforce and regional/local 
trade union representatives/officials

• Governing Body must communicate the policy to staff   



CES Policies and Union 
Activity

• A number of you will be aware the professional associations have been meeting with members
regarding schools adopting CES policies as they believe they are detrimental to employees’ working
conditions. They have to date been unable to provide any evidence to substantiate this
claim. However, it is useful to revisit the position regarding CES workplace polices:

• The Bishops’ Memorandum requires that CES model policies and contracts are adopted.

• The CES model policies and contracts have been subject to a national consultation process, but they
are still subject to local consultation.

• The model policies are models, and schools and academies are free to make minor amendments
(such as triggers, number of objectives, number of days’ notice etc) to the policies in response to local
consultation, provided that the consent of the Diocese has been obtained.

• The involvement of local union representatives in the local consultation process will need to be
considered on an employer-by-employer basis and HR advice needs to be taken by schools in order
to determine what an appropriate process would look like.

• The union want the Diocese to act in a similar way as the LAs do and agree the policies with the
Diocese so that they do not have to consult with individual schools. However, this is not possible as the
Diocese is not the employer whereas the LA is. Therefore Governing Bodies must consult with
employers and unions, and unions must respond to the Governing Body as the employer.



Consultation

Consultation requirements for schools and academies

• Governing bodies and academy trust companies are under an obligation to consult with their staff
when they are looking to implement revised workplace policies.

• This consultation should be meaningful, and staff should be given ample time to consider the
suggested changes and seek advice from their unions if they wish.

• The amount of time that should be given will need to be determined by looking at the level of changes
being proposed.

• A suitable consultation period would be between 4 and 6 weeks.

• The consultation must be meaningful and where comments are raised, they should be appropriately
responded to, it should be a two-way conversation and records should be kept of any meetings held
to discuss policy changes or concerns raised and responses provided.

• Records should also be kept of any deliberations by the governing body or board of directors which
consider the adoption of the policies.



Consultation

• Once the consultation process has been completed, the final versions of the policy
should be approved by the governing body/board of the academy trust company (as
appropriate) and the policies should be published in an accessible place so that staff
have access to them.

• The approval by the relevant body should be minuted so that there is a clear evidential
record of the policy being approved and adopted.

• Confusion arises at local level as to whether or not schools and academies should be
actively seeking to consult with local union representatives and whether or not there is
any requirement to negotiate with unions or agree the content of the policies with them.

• In reality, there is no simple answer to this question because the answer will depend on
whether or not there is a recognition agreement in place, and it may depend on the
arrangements that have been put in place with local authorities.

• For this reason, it is important that all schools and academies look at their own local
arrangements and take HR advice about the best way to proceed.



• Further information is also provided in paragraphs 5.36 -5.38 of the Staffing and Employment
Advice for Schools issued by the Department for Education:

• Staffing and employment: advice for schools - GOV.UK (www.gov.uk)

• This states clearly that employers must recognise those trade unions with which they have a
voluntary recognition agreement or which they are required to recognise by the Central
Arbitration Committee.

• In voluntary aided schools, it will be the governing body as the employer that will recognise
such unions and in academies it will be the academy trust company.

• Trade union recognition and the continuation of consultation and bargaining rights are
protected under TUPE, and this may mean that rights have transferred where voluntary aided
schools have joined an academy trust company.

• This creates an added layer of complexity and is another reason why it is not possible to
provide blanket advice as to what the requirements are and why it is important that appropriate
advice is taken by individual employers.

Consultation

https://www.gov.uk/government/publications/staffing-and-employment-advice-for-schools


The risks of failing to use 
CES model documents
• Contravention of Bishops’ Memorandum

• Preserve Catholicity of the school – contractual obligations

• Workplace Policies – invaluable Diocesan assistance 


