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1 Introduction  

This document sets out the provisions and criteria for additional employee benefits and payments 
outside of the Trust Pay Policy and employees’ contractual terms and conditions. 

This policy applies to all employees of COLAT, including those seconded through a Service Level Agreement 
and those on fixed term contracts of 12 months or more. 

Implicit throughout this document is the obligation that staff will obtain value for money when 
incurring expenditure on behalf of COLAT.  The Trust must comply with the principles of financial 
control outlined in the academies guidance published by the DfE, most notably the current Academy 
Trust Handbook. 

This policy should be read in conjunction with an employee’s contractual terms and conditions of 
employment and the following other Trust policies: 

• Finance Policy 

• Pay Policy 

• Gifts and Hospitality Policy 

• Expenses, Travel and Subsistence Policy 

• Sabbatical Leave Policy 

• Study Leave Policy 

2. Categories of Staff Benefits 

The following staff benefits are available to employees, subject to the cost being affordable within the 
relevant academy’s in-year budget. 

2.1 Daily 

• Tea and coffee in the staff rooms 
• A free lunch to all staff who undertake a lunch duty that day (to the value of a school meal) 
• Travel and lunch expenses for staff on training courses/events (as described in the Expenses, 

Travel and Subsistence Policy) 

2.2 Non-standard day 

• Sandwiches or other refreshments when staff have been asked by SLT to work late e.g. during 
parents' evenings and open evenings 

• Free Lunches for working on days when the academy is closed to pupils/students e.g. for Inset 
(cost £3 per head per day) 

2.3 Celebrations and key life events 

Gifts or flowers to a value not exceeding £40 may be purchased for celebration/condolences for key life 
events (such as births, marriages and deaths) or to send get-well wishes, subject to the authorisation of the 
Headteacher/Principal.  Any amounts which schools wish to gift in excess of this should be arranged 
privately (e.g. staff collection) and without use of the academy’s funds.  Alcohol must not be purchased 
with any academy funds.   

2.4 Leaving gifts 

Gifts or flowers to a value not exceeding £50 may be purchased for employees who are leaving the Trust 
(except for those retiring after at least two years with the Trust) , subject to the authorisation of the 
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Headteacher/Principal.  Any amounts which schools wish to gift in excess of this should be arranged 
privately (e.g. staff collection) and without use of the academy’s funds.  Alcohol must not be purchased 
with any academy funds.   

2.5 Retirement gifts 

Gifts or flowers to a value not exceeding £100 may be purchased for employees who are retiring (having 
worked for at least two years with the Trust) subject to the authorisation of the Headteacher/Principal.  
Any amounts which schools wish to gift in excess of this should be arranged privately (e.g. staff collection) 
and without use of the academy’s funds.  Alcohol must not be purchased with any academy funds.   

2.6 End of term and other social events 

Each academy may arrange all-staff social events subject to the following restrictions: 

• Maximum of one event per term 

• All academy staff must be invited to each event (to minimise tax implications).  Alternatively, 
the school may hold individual departmental events, but all academy staff must be invited to 
(and have the opportunity to) attend a departmental event. 

• Each academy may contribute a maximum of £45 per head per annum (to cover up to three 
events) – anything in excess of this should be arranged privately (e.g. staff contributions) and 
without use of the academy’s funds. 

• Alcohol must not be purchased with any academy funds.  This includes purchases made by the 
academy which will then be reimbursed from staff contributions. 

Any other departmental or SLT meals or social events should be arranged privately (e.g. arranged and paid 
for by staff) without any contributions from academy funds. 

2.7 CPD - Contributions towards fees for Approved Qualifications 

The Trust and each academy take a positive view towards staff who want to further their qualifications.  
Each Academy will contribute a sum of up to £1,500 or 50% of the cost of the course (whichever is the 
lower) per year for a maximum of 2 years, provided the course undertaken is relevant to the staff 
member’s work at the Academy or will enable the staff member to make further valuable contributions 
towards his/her work at the Academy.  Approval for such contributions towards course fees must be 
obtained from the Headteacher/Principal beforehand and will come from the academy’s finite CPD budget.  
The Headteacher/Principal may, on occasion, approve a sum in excess of £1,500 per year for particular CPD 
if it can be demonstrated that the knowledge/skills obtained will benefit the wider Academy and whole-
school priorities. 

Staff members will be required to sign an agreement which binds them to repay, in full, any contribution 
towards their course fees, if they leave the Academy within 12 months of completing the course.  If staff 
leave within 12-24 months of completing the course 50% of the contribution will be repayable, and if staff 
leave withing 24-36 months 25% will be repayable.  For some employees, this repayment of training costs is 
detailed in their employment contract and so a separate additional agreement will not be required. 

Any study leave required for the course during ordinary working hours must be agreed with the 
Headteacher/Principal in line with the Trust’s Study Leave Policy. 

2.8 Other 

• Cycle to Work Scheme 

• Childcare Vouchers (where applicable) 
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• Interest free loans for travel costs (e.g. season tickets) subject to approval by the 
Headteacher/Principal.  Any loan will be repayable within 1 year with repayments deducted 
from payroll. 

3 Exclusions 

Monetary bonus payments for good attendance, performance, loyalty or length of service are not 
permitted within the Trust Staff Benefits Policy.  Such payments are not permitted under STPCD and so will 
not be paid to any employees (teaching or support staff), unless such payments are specifically detailed in 
their existing legacy employment contract, to ensure consistency and fairness for all employees across all 
COLAT schools. 


