| EDUCATION

Every HR by IRIS —
Service Definition

.iris.co.uk .IIRIS ‘ Education




IRIS Education

Every HR by IRIS is a comprehensive HR management system purpose-
built for the education sector. Supporting approximately 2,000 schools
and trusts across England, the platform enables education leaders to
manage workforce operations, streamline compliance, and support
staff development from a single system.

Every HR reduces administrative burden by centralising HR data and automating routine
processes. Staff access personal information through a dedicated portal, minimising requests
to HR teams. Automated workflows and reminders ensure compliance deadlines are met
without manual tracking.

The system supports evidence-based decision-making through real-time reporting and
analytics. Trust leaders gain visibility across all schools through consolidated dashboards, while
retaining the ability to drill down to individual school or employee level as needed.

The solution addresses the specific operational requirements of schools and multi-academy
trusts, with functionality designed around education-specific workflows, statutory obligations,
and sector terminology. Development priorities are informed by direct customer feedback
through our customer service and project management teams.

Solution Functionality

Workforce Management

Every HR provides centralised storage for all employee information, including personal details,
job history, qualifications, and documentation. The system maintains a comprehensive audit
trail of all record changes, supporting both operational management and compliance
requirements. Configurable data fields allow organisations to match the system to their
specific structure and reporting needs, while document attachment and version control ensure
important records remain accessible and current.

For multi-academy trusts, the system offers sophisticated MAT-level functionality that enables
trust leaders to configure pay scales, job categories, and HR policies once at trust level, then
push these standardised settings across multiple schools. Where individual schools require
variations, these can be applied without affecting the trust-wide baseline.

e School grouping functionality allows targeted configurations for specific subsets of
schools, while consolidated reporting provides trust-wide visibility with the ability to
drill down to individual school or employee level.

e Visual organisational charts display configurable hierarchy levels, and entitlement
groups enable efficient application of policies to cohorts of staff.
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e Bulk data management through import and export capabilities supports efficient
administration, while automatic point increment rules apply progression based on
defined criteria.

Absence and Leave Management

The absence management module records all types of staff absence, including sickness,
general absence, annual leave, and parental leave. Multi-stage approval workflows route
requests to appropriate approvers based on your organisational structure, while Bradford
Factor calculations and custom trigger alerts help identify patterns requiring attention.
Sickness entitlement policies link directly to absence records, automatically notifying
designated staff when thresholds are breached. For staff returning from extended absence,
the phased return-to-work functionality supports structured reintegration while maintaining
compliance with agreed adjustments. Historical trend analysis helps identify patterns and
inform workforce planning.

Annual leave operates through a self-service model where staff submit requests through the
employee portal. The approval workflow provides visibility of team capacity, helping managers
make informed decisions about leave authorisation. The system automatically calculates
entitlements based on contract type, manages carry-over and adjustments, and integrates
with organisational calendars and term dates to reflect the academic cycle.

Compliance and Documentation

The policies and documents module provides version-controlled storage for your policy library
with built-in approval workflows. You can distribute policies to specific staff groups or
individuals, then track who has read and acknowledged each document. Automated reminders
prompt staff who have not yet acknowledged policies, while electronic acceptance recording
creates a complete audit trail. Policies can be published directly to school or trust websites,
with expiry date tracking ensuring timely reviews and renewals.

The Single Central Record module arrives pre-configured to DfE requirements, with an
incomplete records dashboard that highlights missing information across your workforce. Bulk
data updates via spreadsheet import enable efficient maintenance, while integration with
employee records reduces duplication and ensures consistency. The system supports statutory
compliance reporting aligned with current safeguarding requirements.

Workforce Census functionality aggregates data from employee and SCR records, applying
validation rules that highlight errors before submission. This direct link to census requirements
streamlines the annual return process, while bulk correction through the employee import
functionality allows efficient resolution of identified issues.

Case Management
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The case management module supports structured handling of disciplinary cases, grievances,
flexible working requests, and other HR matters. Configurable case types and workflows adapt
to your procedures, while enhanced security permissions protect sensitive information. You
can attach documents for evidence and correspondence, schedule meetings and record notes,
and track appeals processes through to conclusion. External HR consultants can be granted
controlled access to support case management, and analytics dashboards show case volumes
by type and status to inform resource planning.

Recruitment and Onboarding

The recruitment module manages the complete hiring process from vacancy creation through
to offer acceptance. You can create detailed vacancy records and publish them to school or
trust websites, with integration to a candidate portal that manages application submission and
communication. The system tracks candidates from initial application through shortlisting,
interview scheduling, and assessment recording. Reference requests, safeguarding checks, and
DBS tracking maintain oversight of pre-employment requirements. With candidate consent,
unsuccessful applicants can be added to a talent pool for consideration in future vacancies.

Once a candidate accepts an offer, their record converts to an employee record, triggering new
starter documentation workflows. The system tracks induction programme completion and
manages probation periods, ensuring new staff receive appropriate support during their initial
months.

Performance and Development

Performance management operates through customisable appraisal templates and cycles that
align with Teachers' Standards or your organisational frameworks. Staff and managers set
objectives, record observations, and gather evidence throughout the appraisal period. The
system documents performance reviews including pay recommendations, tracks progress
against objectives, and provides trust-wide overview dashboards that give senior leaders
visibility across all schools.

The training and CPD module maintains a central course catalogue with automatic renewal
functionality for mandatory training. You can assign courses to individuals or groups, track CPD
hours, and record certifications and qualifications. The system monitors course completion and
sends automated reminders for overdue training. Staff can access over 150 e-learning courses
across 35+ languages covering Health & Safety, HR, and Compliance topics. Training request
workflows enable staff to propose development activities, while trust-wide visibility supports
coordination and identification of shared training opportunities.

Payroll Integration

Every HR integrates directly with Every Payroll by IRIS through an APl connection that
eliminates duplicate data entry. Employee changes synchronise in real-time, automatically
transferring additions, deductions, and pay changes. Payslips distribute through the employee
portal, providing a single interface for HR and payroll functions.
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For organisations using IRIS's managed payroll service, Every Payroll Services by IRIS, the
integration provides seamless connection with secure data transfer of employee and pay
information. Payroll outputs return to the employee portal, maintaining a consistent process
regardless of whether payroll is managed internally or outsourced.

Organisations using third-party payroll systems can export data via CSV templates. The system
currently supports iTrent and Payrite, with documented export specifications available for
other compatible systems.

Time and Expenses

Staff submit time and expense claims through the self-service portal, where approval
workflows validate entries before processing. Incorrect claims can be returned for correction,
ensuring accuracy before reimbursement. You can configure claim types and multipliers to
reflect your payment structures, then export approved claims to Word or Excel for processing.
Claimant type restrictions enable you to limit specific expense categories to appropriate staff
groups.

System Administration

System administrators manage property details, term dates, and organisational units that
structure your schools and departments. The system maintains pay ranges and scales in a
central library, with pay award functionality that applies annual updates efficiently across your
workforce. Integration channels connect to MIS and other systems, while granular user
permission management ensures staff access only the data and functions appropriate to their
role.

Employee Self-Service Portal

Staff access a dedicated portal where they view personal and job information, request changes
to personal details, book absences and view absence history, and access payslips when payroll
is integrated. The portal provides access to training courses with progress tracking, enables
document acknowledgement, displays performance objectives, and allows timesheet and
expense claim submission. This self-service approach reduces administrative burden on HR
teams while empowering staff to manage their own information.
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Implementation Process

Successful implementation requires the client to appoint a dedicated project lead who can
oversee the work, coordinate with stakeholders, and act as the main point of contact. This
individual should have a strong understanding of both technical compliance requirements and
current operational processes. During implementation, they need to participate actively in
discussions and decision-making to ensure the solution aligns with organisational needs. We
recommend this person attend all training sessions to develop into a knowledgeable system
'super user' who can support colleagues.

The implementation journey follows a structured approach tailored to your priorities and
timelines. After your purchase completes, the Projects Team contacts you to schedule an initial
scoping call and sets up your Asana project board for collaboration and progress tracking. You'll
also receive access to OpenSpace, our secure document exchange portal, with guidance on
uploading and downloading files.

An Implementation Consultant is assigned to guide you through each stage. During the two-
hour scoping call conducted via Microsoft Teams, you'll:

e review purchased modules

e create a bespoke project plan with agreed dates and milestones

e receive an introduction to system login and navigation

e and walk through requirements documents and settings options
The consultant tailors your project plan according to your specific priorities and deadlines,
aligned with their availability.

Following the scoping call, you complete settings templates covering system configuration and
prepare employee and role data for import. Check-in calls provide opportunities to clarify
requirements and review progress. Configuration occurs in three phases, with the consultant
building your system based on submitted requirements. The phased approach enables
progressive access to functionality as your implementation advances.

Data import support includes check-in calls to review data preparation, test import sessions to
validate data structure, and import support sessions for final data loading. While the client
holds responsibility for data accuracy, the consultant provides guidance throughout the
process. After each configuration phase, system review calls demonstrate the configured
system, explain settings maintenance procedures, discuss user permissions and rollout
strategy, and confirm sign-off of completed modules.

Training delivery occurs through interactive online sessions using a test environment. Coverage
includes full module functionality, with mid-session quizzes and breakout room exercises to
reinforce learning. Each three-hour session addresses one topic, with session plans provided
in advance. Sessions can be scheduled to align with module rollout dates, meaning training can
occur months after system setup if this suits your implementation approach. Bespoke on-site
training is available for organisations requiring tailored sessions.
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Implementation timeline depends on several factors including client resource availability and
project capacity, previous experience with similar implementations, availability of information
and clarity on desired configuration, data quality and preparation capabilities, number of
modules purchased, training scheduling requirements, and competing organisational
priorities. The services time purchased with your licence covers implementation meetings,
configuration work, training sessions, and administrative tasks. Additional time can be
purchased for extra training, ad-hoc support during implementation, or on-site training
delivery.

Note that cancellations within 10 working days of scheduled bookings are charged in full and
will impact project timeline.

Full terms and conditions are available at https://www.iris.co.uk/general-terms-and-
conditions/.

Ongoing Support

Once implementation completes, you have access to dedicated support available Monday to
Friday, 08:00-17:00 UK time. Support is accessible via telephone (number available through
the help icon in the system), live chat through the system interface, or email at Every-
support@iris.co.uk. Initial queries are handled by a support representative who can access
your system remotely with your permission. Complex issues are routed to a ticketing system
that provides real-time progress updates and allows document attachment. After resolution,
you can provide a satisfaction rating and feedback.

The Every HR Help Centre at https://help-iris.co.uk/education/every-hr/home-every.htm
provides detailed guides with search functionality, video tutorials, and step-by-step
instructions. Regular webinars cover system features and updates.

Target response times vary by severity. Critical issues affecting multiple users receive a
response within two hours with an eight-hour resolution target. High severity issues with
significant functionality impairment have a four-hour response target and sixteen-hour
resolution target. Medium severity issues affecting limited functionality or single users have an
eight-hour response target and forty-hour resolution target. Low severity issues such as minor
problems, questions, or enhancement requests have a twenty-four-hour response target with
resolution time determined by the nature of the issue. These times reference business days
and IRIS technical support hours. Response and resolution times are suspended when awaiting
customer feedback or clarification.
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rt / Product / Infrastructure

Priority ~ Severity Detail Initial Next Target

response Update Til!:_l":m"

System
unavailable, or
P1 Critical | unable to 30 Mins 2 Hours 4 Hours
process payroll
for one or more
organization

Major area of
P2 Urgent functionality not 60 Mins 4 Hours 8 Hours
working.
Minor area of
P3 Important | functionality not 4 hours 48 hours 10 days
working

Minor area of
functionality not
working, work-
around available
There is little

or no

ps |Enhancement| operational
impact. Nice to
have.

Next Quarterly

72 Hours 5 days Release

P4 Non-Urgent

N/A N/A N/A

Account Management

Each customer is assigned a named IRIS Strategic Account Manager who develops deep
understanding of your organisational challenges, builds relationships with key decision makers,
and provides guidance on scalability and product evolution. During onboarding, your Account
Manager develops an account plan covering the initial twelve months with comprehensive
milestone mapping, regular review checkpoints, and meeting frequency adjusted as needed.

Quarterly Business Reviews provide regular checkpoints to review performance against
objectives, resolve issues or concerns, receive product updates and roadmap previews, review
the account plan, and discuss trust growth and strategy updates. A typical agenda includes
high-level service review, current project status, customer product feedback, customer growth
plans and internal objectives, IRIS response and recommendations, short-term roadmap
preview, and action summary.

Service Levels and Performance

Every HR operates as a cloud-based platform hosted in UK-based data centres with a target
availability of 99.5% during support hours. Planned maintenance is communicated with 48
hours notice where possible, and scheduled maintenance typically occurs outside core working
hours. Load-balanced web servers ensure consistent response times, while scalable
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architecture supports trust growth. Hourly database backups protect your data, and system
capacity is monitored continuously.

Scheduled maintenance for planned updates occurs every 2-3 months for minor updates and
4-6 months for major updates, with 48 hours minimum notice provided. Unscheduled
maintenance requires customer confirmation and 48 hours notice. For SLA purposes,
unscheduled maintenance with customer agreement counts as scheduled maintenance.
Release notes are published online with links to training guides.

Data Security and Information Assurance

Every HR adheres to the UK Data Protection Act and GDPR regulations, and incorporates
privacy by design principles in product development. All staff complete mandatory GDPR
training. Security measures include TLS 1.2+ encryption for all data in transit, encryption of
data at rest, role-based access controls, multi-factor authentication support, regular
penetration testing by CREST-certified security experts, weekly automated vulnerability
scanning, and immediate remediation of identified security issues.

All data is stored and processed in UK-based, geographically redundant data centres, covered
by UK Data Protection Act and GDPR legislation. Load-balanced servers maintain separate web
and database tiers. On occasion, IRIS uses engineers and third parties in India for production
environment support, deployment activities, access management, and security and
vulnerability management. All information remains on UK-secured network drives with access
limited to authorised personnel, privileged access management controls auditing activity, VPN
and bastion host security, encrypted communication channels, and international data transfer
agreements requiring compliance with IRIS data protection policies. Annual risk assessments
ensure client data protection.

AIl'IRIS employees complete mandatory training covering IT Change Management, Anti-Money
Laundering, Prevention of Criminal Facilitation of Tax Evasion, Anti-Trust Compliance
Competition Law, Anti-bribery, Business Continuity, Data Classification and Handling, Records
Management, Privacy and Security Awareness, Privacy by Design, Phishing Awareness, Group
Data Protection, Information Security and Acceptable Use, and Sanctions.

RIS Software Group maintains an overarching critical incident process that ensures prompt
reporting to the Group Data Protection Officer and assessment against regulatory breach
reporting guidelines. As your Data Processor, Every HR will not report breaches directly to
regulators but will provide timely notification to enable you to assess whether ICO reporting is
necessary.

Business Continuity and Disaster Recovery

The database is backed up hourly with backups retained for appropriate recovery periods. All
backup data is encrypted, and regular restoration testing validates recovery procedures. The
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Business Continuity Plan is tested annually and maintains ISO compliance. High-availability
architecture with failover capability and geographic redundancy across UK data centres
supports continuous operation. Recovery Time Objective is less than 48 hours for complete
cold start. Recovery Point Objective is one hour based on hourly backups.

In the event of catastrophic failure at the primary site, infrastructure is delivered from the
secondary site with latest backups applied and external IP addresses repointed. No customer
configuration changes are required, with maximum 48-hour recovery time from cold start.
Quarterly full Disaster Recovery tests validate procedures, with immediate issue remediation
and next-day retest. Testing validates server restoration, client connectivity, and share access.

Data Retention and Exit Strategy

While your contract remains valid, data is retained within Every HR until removed by an admin
user. Upon contract termination, you have a 30-day window for data extraction or copy
requests, beginning on the termination date or service end date. You are responsible for
extracting or requesting data within this period. After 30 days, data is permanently deleted in
accordance with Every HR terms and conditions.

You can export data through system export functions in various formats, data extract requests
to the IRIS support team, CSV format exports for most data tables, and employee and
organisational data in structured formats. No proprietary data formats hinder portability, and
export formats are designed for import to alternative systems. Documentation of data
structures is available on request, and the support team assists with export processes during
the notice period.

Service Constraints

Every HR is a configurable system rather than a customisable one. Extensive configuration
options exist within defined parameters, but source code modification and bespoke
development are not supported. Feature requests are considered for the product roadmap.
Configuration changes are performed by system administrators, though some structural
changes may require IRIS support team assistance.

The user interface cannot be modified, and core workflow logic cannot be altered. Reporting
uses built-in tools and export functions. Third-party integrations are limited to documented
APls. Some bulk operations currently require IRIS support team involvement, though this is
being progressively reduced through self-service enhancements.

Payroll integration is optimised for IRIS payroll products. Third-party integrations operate via
documented export formats, with API| availability subject to licence terms. Real-time
integration is limited to supported systems, and MIS integration depends on provider
capabilities.
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Scalability and Growth Support

New schools can be added to multi-academy trusts at any point during the contract term. If
using existing trust settings, deployment is rapid. Configuration can be pushed from existing
schools or customised for the new school. Support is provided for setup and data migration,
with pricing available in the Pricing Matrix document.

When schools leave trusts, trust access is revoked on an agreed date. School data can be
retained for workforce census and audit requirements if needed. Data export is provided for
departing schools, and orderly transition support is included.
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IRIS Education Family

Every HR is part of the broader IRIS Education portfolio, enabling integration across school
management functions. Payroll integration connects with Every Payroll by IRIS (in-house
software) and Every Payroll Services by IRIS (managed service), with seamless data flow
eliminating duplicate entry. Financial systems integration includes IRIS Financial Planner for
staffing structure planning and budget modelling, and IRIS Financials for real-time HR cost data
in financial planning. Data analytics through IRIS Central provides a Power Bl-based
consolidation platform with combined reporting across HR, finance, and operational systems,
delivering trust-wide analytics for strategic decision-making. Management Information
Systems integration includes IRIS Ed:gen integration and third-party MIS connections via
documented interfaces.

Integration Benefits

Integration across the IRIS Education family provides a single vendor relationship reducing
procurement complexity, consistent user experience across platforms, data accuracy through
single-source entry, comprehensive reporting combining multiple data sources, and reduced
implementation time for integrated solutions.

Period
Current Payroll: | Acaderny Pay Schedule v Peried 5: 29 July - 28 August Open m

Pay Day: 28 Aug 2024 Total Net: £83,177.34 Tax Liability: £3,815.06 NI Liability: £11,461.24 Total Cost: £98,453.64
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Development Approach

Product evolution is driven by user needs identified through customer feedback, legislative and
regulatory changes, educational sector standards and best practices, and user group input and
co-innovation activities.

Current Roadmap Items

e MAT Employees Enhancement will improve management of staff working across
multiple sites with enhanced tracking of cross-trust assignments and streamlined
processes for site transfers.

e Every Payroll Integration Improvements will deliver enhanced control over data
synchronisation, improved error management between systems, comprehensive audit
trail for payroll-related changes, and additional process automation.

e Neo-Natal Care additions will introduce new parental leave types in compliance with
updated statutory provisions.

e Administrative Task Automation focuses on reducing tasks requiring support team
intervention, expanding self-service capability, with priority focus on most-requested
functions.

Customer Influence

User Groups provide regular forums for collaboration and feedback, knowledge sharing
between customers, and direct input on product enhancement priorities. Co-Innovation
involves close collaboration on specific challenges, participation in design activities, feedback
shaping product evolution, and contribution to requirement specifications.

Service Differentiators

Every HR by IRIS distinguishes itself through deep education-sector specialisation. Unlike
corporate HR systems adapted for schools, Every HR was built exclusively for education from
the ground up. This fundamental design choice means terminology matches education sector
usage naturally, workflows align with academic year cycles rather than calendar years,
statutory compliance is embedded in core functionality rather than added retrospectively, and
the development team understands education operational context through sustained
engagement with the sector.

The platform's maturity provides assurance that comes from supporting approximately 2,000
schools and trusts over many years. IRIS brings more than 20 years of experience in the
education sector, with an established implementation methodology that reflects accumulated
learning from hundreds of deployments. The comprehensive support infrastructure reflects
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this maturity, backed by the financial stability of IRIS Software Group. This stability matters
when selecting systems that need to serve organisations for many years.

Multi-academy trusts benefit from purpose-built MAT management capabilities that reflect
how trusts actually operate.
e Centralised policy setting combines with school-level flexibility, recognising that trusts
need both consistency and adaptability.
e Consolidated reporting with granular drill-down enables trust leaders to maintain
oversight while empowering school leaders with relevant data.
e Efficient management of multiple schools through school grouping and targeted
configuration reflects the operational reality of running diverse school portfolios.

Integration leadership positions Every HR within a comprehensive ecosystem. Native
integration with IRIS payroll solutions eliminates the inefficiencies and errors associated with
duplicate data entry between separate systems. Documented integration paths for third-party
systems enable connection to existing infrastructure where organisations have made prior
commitments. As part of the comprehensive IRIS Education ecosystem, Every HR can connect
with finance, MIS, and other school management functions. For organisations seeking
simplification, IRIS offers the option of a single vendor for HR, payroll, and finance, reducing
procurement complexity and providing consistent support experience.

Continuous improvement ensures the platform evolves with sector needs. The regular update
cycle delivers enhancements without requiring major system replacements. Customer-driven
development priorities mean enhancements address real operational challenges identified by
users. Transparent roadmap communication enables organisations to plan for upcoming
capabilities. Throughout this evolution, IRIS maintains the balance between innovation and
platform stability that production systems require.

Single Central Record

n Employees | Governorsirustees | Volunteers | AgencyStaff | Contractors

= Al

Quame Qype Role @start Date Qstatus Incomplete Cheeks e
Employee Carataker 0452p 2017 Incomplete Referance One Checks , Reference Two Checks =
Employee ICT Teacher 06 Jan 2020 complete complete BE
Employes PE Teacher 01 Nov2024 Incomplete Visa Checks ]
Employee Hr Admin 035ep 2018 Incomplete Visa Checks BE
Employee Science Teacher 06 Jan 2020 Incomplete Visa Checks, Reference One Checks, Reference Twa Checks E@
Employee Maths Teacher 04 Sep 2022 Incomplete Visa Checks L]
Emplayee SEN Teaching Assistant/Coordinator 05 Sep 2022 Incomplete Visa Checks ]

Employee English Teacher 06 Sep 2021 Incomplets Visa Checks

Employes Technology Teacher 06 Sep 2021 Incomplete. Visa Checks

hn;s;‘{hl,ever‘y education/SCR/Details?ppk=18830#
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RIS provides mission-critical software and services for UK education organisations, offering
integrated solutions across HR and people management, payroll and pensions, financial
management and planning, and school management information systems.

Further information is available at https://www.iris.co.uk/education/.

The Every HR Help Centre is accessible at https://help-iris.co.uk/education/every-hr/home-
every.htm.

General enquiries can be directed through the IRIS website, sales enquiries through the IRIS
Education sales team, and technical support for existing customers at every-
support@iris.co.uk.

Full terms and conditions are available at https://www.iris.co.uk/general-terms-and-

conditions/.
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