Welcome to Embark Federation
What You Need to Know
A Handbook for School Support Employees

Introduction
At Embark Federation, we are committed to fostering a work environment that aligns with our core beliefs: Family, Integrity, Teamwork, and Success. We want all employees to thrive within a culture that celebrates our mission to help children and staff to Love Learning, Love Life. 
This handbook outlines essential information ensuring clarity and consistency for all support employees.

Our Collective commitment to Inclusion 
We are committed to bring our collective commitment to Inclusion to life. This commitment drives what we do, and how we behave with each other and with our children and young people. Every member of out team is responsible for making this the lived experience across Embark. 
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Induction 
Every new team member receives a comprehensive induction to ensure a smooth transition into their role. This includes a welcome from our CEO and trust-wide induction, providing a valuable opportunity to connect with colleagues across all our schools and understand our shared vision. Alongside this, a local induction equips you with the essential tools, information, and support needed to excel in your specific role. Importantly, induction at Embark isn’t just a one-time event—it’s an ongoing process designed to help you grow, develop, and be the best you can be. Your school business manager will ensure you have all this information when you start. 

Your ongoing training and development 
Training and development are integral to your journey with us. From day one, we focus on your growth, starting with development needs identified during your interview. This support continues through our ‘Me at My Best’ conversations, ensuring you have ongoing opportunities to enhance your skills, stay up to date, and remain forward-looking in your role. Our commitment to professional and personal development means you’ll always have access to the resources and guidance needed to thrive and reach your full potential.

Your Pay and Grade
Every job within Embark Federation has a designated grade with an incremental pay structure. These grades reflect our commitment to rewarding dedication and experience. Employees will receive annual pay progression until they reach the top of their grade, ensuring fairness and transparency in recognition of their contributions to our schools. You can find pay grades here: Salary scales - Our Derbyshire
Pay day falls on the 25th of each month, ensuring financial stability and consistency for all staff unless payday falls on a weekend or bank holiday in which case you will be paid on the Friday before. Pay is always slightly earlier at Christmas too although the date varies. 
You can contact our payroll provider by emailing: 



Flexitime, Time Off, and Leave
One of our core beliefs is Family. We see ourselves as an extended work family and also understand that your family will always come first. We understand that work-life balance contributes to the well-being of our team. Our flexible working arrangements reflect our Love Learning, Love Life philosophy, ensuring employees can be their best selves both in and out of work. 
· Annual Leave: Ranges from 25 to 34 days based on grade and service length. For staff on term time contracts who have annualised hours, annual leave is paid as part of the salary.   
· Parental Leave: Available to employees with over one year’s service.
· Special Leave: Includes a range or reasons from bereavement to unexpected emergencies to deal with. We also support staff in attending their own children’s events such as sports day and performances ensuring family-first values. Each school will operate slightly differently but this will be covered in your local induction.  
· Maternity, Paternity, Shared Parental and Adoption leave: We support our team at this transitional time and will help maximise your pay. Support via our partners is also in place for new parents. 
· Medical Appointments: Time off is available for hospital visits and essential medical check-ups where they are not routine and can’t be booked outside of working hours. 

Wellbeing Strategy & Employee Benefits
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AI-generated content may be incorrect.]We are committed to staff wellbeing, aligning with the DfE Wellbeing Charter to ensure our people feel valued, supported, and heard. Wellbeing goes beyond a core offer—it’s about voice, with regular staff surveys shaping our approach, with a commitment to managing workload, ensuring a healthy balance for all. Our active wellbeing network continuously reviews and enhances our wellbeing provision, keeping it relevant and impactful.
Our offer for all staff is extensive and can be accessed via the QR code: 
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Sickness absence and Pay 
Our commitment to wellbeing is clear, but we also understand that there will be times when absence is unavoidable.  Following any absence, you should expect a conversation about the absence to check in that your well, and offer any signposting or support. We will always follow the attendance policy it is supportive in its nature and open dialogue is the basis of a trusting working relationship.  
Sick pay is linked to service as follows: 

	Length of Service
	Entitlement

	First year of service
	1 month on full pay and after 4 months service and 2 months on half pay

	Second year of service
	2 months on full pay and 2 months on half pay

	Third year of service
	4 months on full pay and 4 months on half pay

	Fourth and Fifth year of service
	5 months on full pay and 5 months on half pay

	After five years’ service
	6 months on full pay and 6 months on half pay







Pension 
We provide a comprehensive local authority pension which you will be automatically enrolled in. Everything you need to know can be found here: Home :: LGPS

Travel and Expenses
We support employees who travel as part of their roles. If you use your own vehicle for work-related tasks, you must have business insurance and all relevant licences and maintenance in place for your vehicle. 
What you can claim will depend on your base, and how far you need to travel. Full details can be found here: Travel policy
All claims should be submitted within three months. 

Wishing you Every Success 
By joining Embark Federation, you become part of a family os schools that values its staff and is committed to helping everyone achieve their potential. If you have any suggestions or feedback, please contact us! Thank you for being part of our journey in inspiring a love for learning and a love for life. Here are some useful links and contacts: 
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Your Mental and Physical Health matters

Your Financial Health matters

Mental health, counselling & mindfulness support
Physiotherapy and nurse support

Cancer, Chronic Iliness and bereavement Support
Menopause Support

Free Eye Care vouchers

Savings and Loans direct from your salary

Salary advances to help those unexpected events
Teachers and Local Government Pension Schemes
Savings, Mortgage and Personal debt advice

Every day discounts and savings — Embark Perks

Your Work-Life FIT matters

Flexible Working options

Maternity, Adoption, Parental, Shared Parental
and Special Leave options and Support

Shared Parental leave — maximising your pay
Retirement Support

Your Professional & Personal Development

ECT and NPQ programmes

Apprenticeship opportunities
Mastering Mindfulness

Strategy, cross phase and subject lead trust wide
development
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FAMILY

| feel welcome, a sense of belonging in my
school and within the Embark family.

| feel listened fo and valued.
| feel noticed and people care how | feel.

People take time to get to know me and
my family.

I have a trusted person | can always talk to.

TEAMWORK

| am encouraged to work well with others.

I'm not on my own. There is always
someone to support me with my concerns.

| have the right support and expertise at the
right time from the right person.

| am supported and encouraged to have a
go at anything, and | am included.

Federation

EMBARK

Love Learning, Love Life

Enabling everyone
to love learning
and love life

INTEGRITY

People notice the unique things | am good at
and celebrate these.

Difference is freated with dignity and celebrated.

People support me to do my best - | know how
well | am doing at school and how to improve.

| am treated with relentless positivity and love
which helps me resolve difficult situations.

SUCCESS

People have high aspirations for me and
support me to access all opportunities.

People see my greatness in all its forms.
My environment enables success.
I have the support | need from different people.

| am encouraged to try my best and aim high.





