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Introduction 
Schools understand and value the service and contributions their staff make to pupil outcomes 
and the wider school culture. This scheme recognises and shows appreciation of long and loyal 
serving employees by awarding a certificate and letter of thanks from the Chair of Governors of 
your school and the opportunity to choose a gift in recognition of their service which will be 
funded by the school.  
 
This document applies to all employees in Lincolnshire maintained schools subject to eligible 
criteria.  
 
Schools wishing to recognise and reward long service of staff should follow the guidance set out 
in this document.   Ad-hoc arrangements such as the provision of additional time off in 
recognition of long service is not supported. 

Eligibility Criteria  
This applies to all employees who have completed 20, 30 and 40 years’ continuous service 
within maintained schools (and academies) in Lincolnshire. 
 
Service worked in maintained schools from other local authorities does not count for the 
purpose of long service awards.  
 

TUPE 
Employees who transfer to the School under the Transfer of Undertakings (Protection of 
Employment) Regulations (TUPE) and who do not have a contractual entitlement to a long 
service award scheme will be subject to the School’s Long Service Awards Policy. Any 
continuous service with their previous employer will count towards the qualifying service 
required for an award under this Policy. 
 
Where an employee transfers to the School under TUPE and has a contractual entitlement to a 
long service award scheme with their previous employer, that scheme will continue to apply in 
accordance with the employee’s contractual terms. In such cases, continuous service with 
both the previous employer and the school will count towards eligibility for long service awards. 
 

Responsibilities  
Headteachers are responsible for ensuring that school employees receive their certificates and 
that any gift chosen is purchased appropriately and in line with the P-Card Policy.  
 
To determine when a long service award is due, Headteachers and School Business Managers 
are responsible for reviewing the employee’s start date recorded on their BW record (where 
applicable) to confirm their employment commencement date with the school. This date 
should be verified against internal staff records, which should also be used to identify any 



additional qualifying service that may count towards the long service award.  
 
Chairs of Governors are responsible for signing the letter of thanks to be given to the employee.  
 
If the employee believes they have service within an academy or other maintained school that 
does not match up with school records, they are responsible for providing evidence of this 
service. In the absence of evidence, this service will not be considered.  
 

Procedure   
Service must be continuous with a Lincolnshire maintained school and/or a Lincolnshire 
academy.  Service interrupted by any of the following will count as continuous:  
 

• Service with the UK Reserve Forces so long as the employee was employed immediately 
prior to and immediately after any deployment. 

• Statutory/Occupational Maternity/Adoption or Paternity Leave and any agreed periods of 
unpaid special leave.  

• Previous service where an employee has broken their service to have a child or children 
before Maternity Leave Provisions were in force.  

 
Once an employee has left the maintained sector they are no longer entitled to an award. This 
includes staff that may transfer to other authorities or to Academies, who may have their own 
schemes.  
 
Service worked in another local authority is not considered as ‘continuous service’ for the 
purpose of long service awards.  
 

Gifts & Service Awards 
The headteacher should invite the employee to select a gift to the value of their award. The 
school will purchase this gift using the school p-card and ensuring that the p-card policy is 
adhered to. The cost will be met from the school’s budget.  
 
Gifts must be purchased within 12 months of the award date.  
 
Gift cards and vouchers are not a gift option due to ‘payment in kind’ tax.  
 
The award levels and associate budget for the gift element are:  

• 5 years’ service - Effective since 1 March 2014, Green Book employees are awarded 5 
days annual leave in recognition of service. 

• 20 years’ service - £105 plus VAT 
• 30 years’ service - £210 plus VAT 
• 40 years’ service - £250 plus VAT 

 



The presentation of a certificate should be carried out by the Headteacher; the employee’s 
wishes should be kept in mind when deciding whether to present in a formal or informal way.  
 
 


