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Changing children’s worlds; inspiring, exploring, learning
Context
Type of School

Brackenfield is an oversubscribed South Derbyshire special school for children from 4-16 years old. Over the last 2 years we have streamlined our offer to become a specialist school for pupils
with communication and comprehension difficulties. All our pupils are significantly cognitively impaired operating developmentally between 0 – 6 years of age. We support pupils’ learning
and journey into adulthood through a curriculum based on life skills and skill generalisation. There has been a significant rise in the intake of younger pupils with severe communication
difficulties. This has informed our SIP and school structure to meet the needs of the changing cohort. The school year runs from June to June and is divided in to 4 Monitor, Evaluation and
Review (MER) windows each of 10 weeks- the school structure, QA, finance and reporting to stakeholders all run in line with the MER windows.

Last inspection

Brackenfield was last inspected in February 2017 by Ofsted with a maintained judgement of Good. Derbyshire County Council has increased pupil numbers to 82 for September 2020.

Intent
Vision
To support our students to reach their potential and become functionally and emotionally literate young adults. Through a curriculum with functional life skills at its core develop young adults who can safely navigate and
contribute to society- with independence appropriate to their needs. To be fully committed to the safeguarding of all pupils which is embedded through all aspects of school life and strong home-school links.
To develop pupil voice to enable our students to make positive choices, share their opinions and preferences whilst demonstrating an understanding of British Values.
Through character education support our pupils development and self-recognition of character, alongside providing a curriculum that is ambitious and designed to give our young people the knowledge, self-belief and
cultural capital they need to succeed and be happy in life.

Ethos: Our School Values

Brackenfield Characters

Belong

Believe

Be Brave

Caring for each other;
helping each other;
wearing our uniforms

Trying our hardest;
treating everyone fairly;
listening to each other

Never giving up; trying
even when we find
something hard; telling
the truth

Kindness

Resilience

Cooperation

Determination

Honesty

Curiosity

Courage

Curriculum

Pathways

Our curriculum is designed with the understanding that each pupil will have unique starting
and destination points. Our curriculum structure has 3 broad levels:

Pupils are not taught in chronological age groups they are placed in class groups dependent on their cognitive, sensory,
social emotional and communication needs. Classes are organised in to three pathways. All pupils are placed in a pathway
however some may have some of their education in another pathway based on their individual needs. Pupils may move
pathways in their school career or even in year.

• Pupils at later stages of development
• Functioning typically between 5 and 11 years
• Subject specific learning - Learning

The three levels of curriculum complement our Pathways. The model is based on the work
of Dr Penny Lacey and Peter Imray at Swiss Cottage School (Challenge Partners, 2017).

• Currently KS1 and KS2
pupils
• Develop skills to express
needs, share wants and
learn to socialise
• Enable independent
navigation of our familiar
world
• Pre and semi formal
learners

• Currently KS1, KS2, KS3
pupils
• Develop skills to share
opinions, obtain and give
information
• Problem solve to enable
independent navigation
of our world
• Pre, semi and formal
learners

Decode

• Pupils at early stages of development
• Functioning typically between 30 and 60 months
• Topic based learning and learning through play - Exploring

Comprehend

Formal

• Pupils at very early stages of development
• Functioning typically between birth and 36 months
• Learning to Play - Inspiring

Communicate

Preformal
Semi
Formal

• Currently KS3 - KS4
pupils
• Develop purposeful life
skills to prepare for
adulthood
• Develop our competency
to independently explore
our world
• Semi and formal learners

Linear and Lateral Curriculums
Our linear curriculum is based on the content of EYFS and Key Stage 1 and 2 content from the National Curriculum. Our 4 life skills areas are based on the Preparation for Adulthood guidelines. The life skill subjects
specifically focus on teaching the functional skills our pupils will require in later life. For some, this means equipping them with the skills to make simple but nutritious meals or to maintain good hygiene; for others it
might mean creating a CV or catching a bus independently.
We recognise that some of our pupils, due to their complex needs, may never developmentally acquire certain skills; i.e. they may not progress in a linear manner; therefore we also provide a lateral curriculum for each
pupil. The lateral curriculum is focused on the refinement and strengthening of skills over time and is personalised for each child through the setting of effective Personalised Learning Intentions (PLIs). This correlates
with EHC plans and the 4 areas of SEND.

Implementation
Staff
Brackenfield has an extensive wealth of knowledge within the staff team. Each class is supported by a class teacher and Specialist Teaching and Learning Assistants. The Children Services team support the pastoral offer
across the school and work closely with families. The Vulnerable Educational Needs Coordinator leads the team which includes a family support worker, personal and health care technician and a family support worker
who is also a sleep practitioner. In addition to this Brackenfield have service level agreements with educational psychologists and speech and language therapists as well as working closely with occupational therapists,
clinical psychologists and other health and educational professionals. The senior leadership team consists of the Headteacher, two Deputy Headteachers, VENCo and School Business Manager.

Curriculum Construction

Curriculum Content (subject areas)

Literacy

Learning to Play
Numeracy

Core

Literacy

Physical Development (inc
swimming)

Life skills subjects
Numeracy

Independent
Living

Core

Literacy

Personal Social and
Emotional Development

Community
Participation

Employment

Foundation
Good Health

Life skills subjects

Numeracy

Independent
Living

Community
Participation

Employment

Communication and
Language

Physical
Education (inc
swimming)

Expressive
Arts and
Design

Foundation

Good Health

Physical
Education (inc
swimming)

Expressive
Arts and
Design

Additional
Forest Schools
College
Additional

KS4 Accredited learning

Core

Preparation for adulthood

(5-11 years)

Formal

SemiFormal
(30-60
months)

Pre -Formal
(0-36 months)

All pupils access a broad and balanced curriculum; subject offer is designed around a pupil’s stage of access.

College
D of E
Forest Schools

3
Contents

How the curriculum is delivered
Content
What is being
learnt?
Themes
Subjects
SMSC
British Values
Safeguarding and
Online Safety

Cultural Capital

Approach
What is required to learn?
Pre-Formal
Semi- Formal
Formal
Accredited
Multi-Sensory
Positive behaviour support
Total communication
Multiple approaches to
teaching reading- including
phonics- Read Write Inc

Method
How is it taught?

Themes: Our school year runs from June to June to support effective transition of pupils through the school. The year is
broken down into 4 MER (Monitor, Evaluation and Review windows) which span 10 weeks each.
We run a thematic based curriculum- there is a different theme each MER point. Themes are designed to support the 4 strands
of the preparation for adulthood (and therefore also the life skills subjects). Though discrete subject based learning will still
occur it will based on the current theme (where possible) to support pupils acquisition of knowledge.

Intensiveinteraction
TEEACH
Play
Attention Autism
Role Play
Visits
Teacher/pupil led tasks
Discussion
Question and answer
Written tasks
Exploring and investigating
PECs / Augmentative
communication

Trips and Learning beyond the classroom: learning outside the classroom and extending learning experiences through trips
and visits is imperative to support pupils to contextualise their skills and knowledge, both routine and one off trips are planned
throughout the school year
SMSC: Learning is also supported by current SMSC topics- which are calendared throughout the school year and supported
through events days and also assemblies
Enrichment: Due to the nature of the school, the majority of children travel in taxis meaning it is not possible for them to
attend after school clubs. To mitigate for this, a period of enrichment is timetabelled weekly, providing a range of clubs and
activities that pupils can opt into. Options are extended in response to frequent pupil voice.

Assessment
At Brackenfield we assess
•
Linear progress through Brackenfield Levels (based on the developmental milestones of the EYFS and KS1 and 2 end of year expectations) and accredited qualifications
•
Lateral Progress through Personal Learning Intentions (PLIs) using the MAPP (Monitoring and Assessing Pupil Progress)

Assessment Process
Pre-Formal

Working towards

Levels B1-B7

Personalised Learning Intentions

Subjects

Literacy, Maths, Physical Development, SEPD and
Communication

EHCP Outcomes

Assessment Tool

Subject Specific Assessment Grid

MAPP

Working towards

Levels B8- B15

Personalised Learning Intentions

Subjects

Literacy, Maths, Life skills Subjects, Physical
Education, Expressive Art and Design

EHCP Outcomes

Assessment Tool

Subject Specific Assessment Grid

MAPP

Working towards

Levels B16-B33

Personalised Learning Intentions

Subjects

Literacy, Maths, Life skills Subjects, Physical
Education, Expressive Art and Design

EHCP Outcomes

Assessment Tool

Subject Specific Assessment Grid

MAPP

Learning to Play
(developmentally 0-36 months)
Semi-Formal
Learning to Learn
(developmentally 30-60 months)

KS4 Outcomes

Formal
(developmentally 5-11 years)

EHCP Outcomes
Accredited Learning
College
Qualifications

Lifeskills Behaviour Framework
We use a number of strategies and approaches to understand pupil behaviour, support wellbeing, target support and foster appropriate behaviour as a life skill.
School structure- Ethos
statements, Brackenfield
Characters, recognition of
positive behaviours and Life
Skills Behaviour Framework
(logical and natural, and
developmentally
appropriate response to
behaviours)

Journey to Learn The J2L has
been developed in
collaboration with the Kate
Cairns Association. Behaviour
is the message – J2L supports
staff to understand what the
message is.

Functional
Behaviour Analysis,
risk assessment,
Strengths and
Needs Analysis,
Pupil Pen Portraits,
Multi Element Plans

Team Teach- proactive
and positive behaviour
support system

Staff expertisespecifically in
functional behaviours,
attachment needs,
FAS needs,
developmental
behaviours

Multi agency approachEd Psych, Clinical
Psychologist,
Occupational Therapist,
CAHMs ID and the
Complex Behavior Team

Sensory Processingwe are the pilot
school for the DCC
NHS Sensory
Processing Toolkit

Family supportthrough our
Children’s Services
Team- including:
Transitions, sleep
clinics, toileting
programs

The schools reporting system for behaviour, medical and communication is built on Iris Adapt which enables detailed analysis alongside the above to support pupils and families

Total Communication Approach
We operate a total communication approach to support our pupils to navigate space, express their needs and wants, manage their anxiety levels related to SENs, navigate/understand the passage of time and develop
transferable skills.
Communication of needs and wants
Pre-verbal

High degree of
expressive
language

Choice making / sealed box
PECS
Augmentative and Alternative Communication
Aids
Makaton Signs
Single letters
Spoken or written single words- Spoken or
written phrases- Spoken or written sentences
Logical flow charts
Restorative Justice Packs
Discussion

Expression of ideas
thoughts and opinions
Blank level questioning
Level 1
Naming

Level 2
Describing

Level 3

Level 4

Re-telling

Justifying

Navigation of school environment
Low receptive
ability

High receptive
ability

Object of
Reference
Photograph
Symbol
Symbol and
Spoken Word
Spoken Word
and Makaton
Sign
Spoken Word

Understanding the passage of time
Day

Smell

Sight

Monday

Bergamot

Blue

The Monk

Tuesday

Eucalyptus

Purple

Elton John

Wednesday

Cedarwood

Orange

Queen – Y

Thursday

Citronella

Yellow

The Beatle

Friday

Peppermint

Green

The Cure –

Partnership working
Brackenfield School is committed to partnership working. Partners include:
•
Supporting surrounding schools with advice, guidance and training for meeting the needs of young people with complex needs
•
The Derbyshire Special Schools Federation working- collaboratively with the other DCC Special Schools, PRUs and Fountains Federation in Staffordshire
•
The East Midlands Teacher Training Alliance providing enhanced placement for Initial Teacher Trainees
•
Derby University to providing long term placement for Initial Teacher Trainees
•
Brackenfield works in partnership with Swiss Cottage School and Mike Sissons- to support curriculum development

Impact
Pupils leave Brackenfield being their best version of themselves. We work with pupils and families to ensure that pupils are happy, safe and reach their potential during their time with us. On transition into a new
placement we work closely with families and the local authority to ensure their needs continue t0 be met and they will be happy and secure in their new setting. We measure impact using the following Key Performance
Indicators
Linear Pupil
Progress
(Brackenfield
Levels)

Lateral
Pupil
Progress
(PLIs)

Accredited
Outcomes
Functional skills,
SFLE, Personal
Progress,
Independent
living and travel
training

Internal
Quality
Assurance
and External
verification

Destination
Data
Post 16,
reintegration
to mainstream

Attendance
Against
national
targets for all
schools and for
SEND schools

Behaviour
Data:
Incidents
RPIs
FTE

Parental
Engagement:
Marvellous Me,
Parental
satisfaction,
Annual
Reviews,
Engagement
events

Pupil Voice
Observed,
Formal, school
council,
questionnaire
feedback, QA,
behaviour data

Staff
Performance
and Voice

Stakeholder
and Visitor
Voice

Pupil Place
Consultations

Questionnaires
feedback,
appraisal, PM,
Data dialogues
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BEHAVIOUR PRINCIPLES
CHAIR OF GOVERNORS

RACHAEL D’ANGELIS

Written Statement of Behaviour Principles from the Governing Body
Brackenfield SEND School caters for a wide range of pupils with varying levels of need;
communication and cognition. We recognise the importance of personalised outcomes for each of
our young people and supporting all pupils to have an independent life as much as possible.
Brackenfield’s fundamental aim is to support pupils to develop functional lifeskills so that pupils leave
ready to transition to the next stage in their lives.
As a school we recognise that all of our pupils are vulnerable and are more likely to experience Social
Emotional and Mental Health difficulties (SEMH) as a result of their specific learning needs. For some
young people other factors; such as experiencing trauma; also increase the risk of experiencing SEMH.
Therefore we appreciate that at times our pupils may find it difficult to respect our school values. We
recognise that above all Brackenfield is a learning environment and we continually support and teach
our pupils to respect these values.
To the Staff Body
In order to support the SEMH needs of all our pupils you operate an attachment aware approach with
a shared understanding that behaviour is a method of communication. You recognise that people’s
behaviour is shaped by their attitudes and experiences and in order to change behaviour you have to
first understand the root cause of the behaviour. You also appreciate that due to some learners’
complex and varied learning needs and life experiences that some pupils may always display
behaviour that is challenging.
You understand that the expectations and stresses of school life and home life can cause anxiety for
our pupils which results in displays of challenging behaviour. You support our pupils to make
appropriate choices whilst recognising that this can be difficult for our pupils due to their needs and
experiences. If pupils display challenging behaviour you take action to ensure that all peoples’ rights
are respected. The overarching message that you continually give to all our pupils is that we care too
much about them to allow their rights to be disrespected.
To Our Pupils
At Brackenfield you will all receive an education. You will be cared for and kept safe. You will always
be treated fairly but this does not mean we will treat you all in the same way. Being fair means that
we will do our best to give you all what you need to be successful. What you may need and what
someone else needs may be very different. We recognise that you are all individuals and we make
sure that we offer you an education and environment that is right for you. You all have a voice and
we will always listen to you. We understand that sometimes you may find it difficult to use your voice
to tell us what you need; we will always try to understand what you are telling us.
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Our Promise as a Governing Body
We will support the Headteacher and Staff Team to ensure that every pupil has the right to feel safe,
valued and respected, and learn free from the disruption of others. We will not tolerate any form of
discrimination towards pupils, staff, visitors or within in our own governing body. We will ensure staff
and volunteers always model an excellent example to pupils. We will support the staff body to
positively support behaviour inline with the behaviour policy. We will uphold our duty as a governing
body to ensure that exclusions will only be used as a last resort, and only when they are likely to have
an impact on changing behaviour or ensuring the safety of pupils and staff. We will support the staff
team to help take pupils take responsibility for their actions where this is cognitively appropriate.
Finally, we emphasise that violence or threatening behaviour will not be tolerated in any
circumstances.
Rachael D’Angelis
Chair of Governors
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CODE OF CONDUCT
HEADTEACHER

1

TRISH TURNER

Introduction
The School/college values and respects all members of the community. Colleagues are
expected to work in co-operation and collaboration, within an ethos of mutual trust and
confidence. All employees and volunteers must be committed to promoting the safety,
welfare and interests of children (pupils/students) as paramount. Staff are expected to
place the wellbeing, development and progress of children/young people at the heart of
their professional practice.

1.1

The public is entitled to expect the highest standards of conduct from all the School
college/ employees. To serve the School/college, you should implement its policies and
perform your duties, with integrity, honesty, impartiality and objectivity.

1.2

The purpose of the Code is to assist you in carrying out your job by making clear the
standards of behaviour the School/college requires you to meet. It incorporates the
existing laws, regulations and conditions of service you should be most aware of in your
work for the School.

2

Scope

2.1

The Code applies to all employees of the School/college. The Code also applies to
contractors, agency staff, volunteers and those on student/work experience placements
working on behalf of the School. [Schools will need to ensure that the attention of all
relevant people is drawn to the code. Schools are advised to provide a summary of the
relevant sections for those groups who are occasionally in the school and would benefit
from receiving the key expectations at a brief induction. If such a summary is produced
please add to the list of documents in Appendix1 ]

2.2

You should read the Code in conjunction with professional standards, other school
/college policies, requirements and guidance regarding standards of conduct in particular
areas of work. This list is not exhaustive and you should familiarise yourself with any
relevant guidance which may be provided in relation to your particular area of work. You
should address any further queries you have to your line manager, senior leader or
Headteacher.

3

Accountability

3.1

As an employee, you must act in accordance with the principles set out in this Code,
recognising the duty of all public sector employees to discharge public functions
reasonably and according to the law.

3.2

If you fail to comply with the Code’s provisions, this may result in action under the School’s
Disciplinary Procedure.

4

Maintenance of Standards
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4.1

You should inform your line manager/head teacher if you identify any deficiency in the service
provided by the School, resulting from breaches of this Code. If you have concerns about
raising the deficiency with your line manager, and wish to maintain confidentiality, you can
use the School’s /Colleges Confidential Reporting Code. Under this code you should make
disclosures about possible malpractice to:
a)
b)
c)
d)

Your line manager
Where (a) is inappropriate, the Headteacher or a senior leader
Where (a) and (b) are inappropriate, you should approach the Chair of Governors
Where the disclosure relates to potential harm/abuse of a child, you should contact the
Local Authority Designated Officer (LADO), contact details can be found in the Child
Protection procedures and on the County Council website.
e) If the concern is regarding financial irregularities or fraud then you should report to the
Headteacher/Chair of Governors. Where this is not appropriate you should contact the
Audit Service at the Local Authority.
4.2

Honesty and Integrity
You must maintain high standards of honesty and integrity in your work
You should treat all pupils/students, colleagues, parents/carers and visitors with respect
and professional courtesy
You should maintain professional boundaries and avoid behaviour which may lead any
reasonable adult to question your behaviour, motivations or intentions
Make reference here to any other policies and or statements on the ethos of the
school/college you may have produced.

4.3

In order to maintain high standards of working practice with and/or around children, you are
expected to comply with ‘safe working practice’ guidance.
Safeguarding Pupils/Students
You have a duty to safeguard pupils/students from:
Physical abuse
Sexual abuse
Emotional abuse
Neglect
You must take reasonable care of pupils/students under their supervision with the aim of
ensuring their welfare and safety. Failure to do so may be regarded as neglect.
You must comply with school/college policy that supports the wellbeing of pupils/students
and this includes co-operation and collaboration with external agencies that support the
welfare of children/young people.
There is a duty to safeguard pupils/students includes the duty to report any concerns
about a pupil/student and to have a working knowledge of the procedures in place for
this. You have a professional responsibility to inform an appropriate person if it is
believed that a colleague is behaving in a way that compromises the wellbeing and
safety of any child/young person or group of children or young people . You should know
about and have access to the Confidential Reporting Code and the Whistleblowing
Procedure and feel able to use this.
The school should reference here any such guidance produced by the school/College
8
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and/or the national guidance listed in Appendix 1
4.4 Setting An Example
All staff who work in schools/colleges set examples of behaviour and conduct which can
be copied by pupils/students.
You must, therefore, demonstrate high standards of conduct in order to encourage our
pupils/students to do the same and avoid putting yourself at risk of allegations of abusive
or unprofessional conduct.
You must follow guidance in line with safer working practices
4.5 Communications
You must not have any electronic communication, other than via the school’s platforms,
and/or accept as friends, pupils/students under the age of 18 including ex pupils, this
includes the use of personal mobiles, and or social networking sites or media.
Expectations in relation to staff use of electronic communication, including the internet, are
detailed in the school’s/Collage policy, listed in Appendix 1. Attention is particularly drawn to
section 6, of that policy, which covers the use of social media. You have a responsibility to
familiarise yourself with the policy and adhere to the requirements entailed.
4.6 Power and position of Trust
All adults working with students in education settings are in positions of trust in relation to the
young people in their care. A relationship between a member of staff and a student
cannot be a relationship between equals. There is potential for exploitation and harm of
vulnerable young people; staff have a responsibility to ensure that an unequal balance of
power is not used for personal advantage or gratification. Staff should always maintain
appropriate professionalism and wherever possible they should avoid behaviour which
might be misinterpreted by others, and report and record any incident with this potential.
This means staff should not:
· use their position to gain access to information for their own advantage and/or a students’ or
family's detriment
· use their power to intimidate, threaten, coerce or undermine students
· use their status and standing to form or promote a relationship with a student, which is of a
sexual nature
· attempt to initiate a relationship with a recent ex-pupil, which is of a sexual nature.
4.7 Infatuations
Staff need to be aware that it is not uncommon for students to be strongly attracted to a
member of staff and/or develop an infatuation. Staff should be aware that such
circumstances always carry a high risk of words or actions being misinterpreted and for
allegations to be made against staff. A member of staff who becomes aware that a student
may be infatuated with themselves or a colleague should discuss this at the earliest
opportunity with a member of the senior leadership team so that appropriate action can be
taken. In this way, steps can be taken to avoid hurt and distress for all concerned.
9
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This means that staff should:
· Report to a member of the senior leadership team any indications (verbal, written or
physical) that suggest a student may be infatuated with a member of staff.
· Be mindful if they are alone in a room with a student. Leave the door open if you have to
4.8 Personal Living Space
No student should be in or invited into, the home of an adult who works with them, unless the
reason for this has been firmly established and agreed with parents and a member of the
senior leadership team or the home has been designated by the organisation or regulatory
body as a work place e.g. childminders, foster carers.
This means that staff should:
· be vigilant in maintaining their privacy and mindful of the need to avoid placing themselves
in vulnerable situations
· be mindful of the need to maintain professional boundaries
4.9 Social Contact
Staff should not establish or seek to establish social contact with students, or their families,
for the purpose of securing a friendship or to pursue or strengthen a relationship. Even if a
young person seeks to establish social contact, or if this occurs coincidentally, the member
of staff should exercise their professional judgement in making a response but should always
discuss this with a member of the senior leadership team. Staff must be aware that social
contact, in certain situations, could be misconstrued as grooming. Staff should not give their
personal details such as their home or e-mail address; social network sites, gamer tags or
web pages to students unless the need to do so is agreed with a member of the senior
leadership team and the students parent/carers. If students do become aware of your
gamer tag you must change it.
4.10 Unintended and Intended Contact outside of school
In many cases unintended contact outside the working environment is normal; seeing a pupil whilst
out shopping for example. If a staff member witnesses something that concerns or has an interaction
with the pupil staff must use the normal reporting and recording procedures in school. This is through
My Concern; either as a file note for an interaction or by raising a concern.
Intended contact with a pupil outside of the normal working environment might be appropriate but
must always be agreed in advance by the headteacher. An example of this might include providing
short breaks. If agreed, a record of this must be kept on the staff’s members personal file and the
pupils My Concern file. The record must set out reasons for the proposed contact. In addition to this
the staff member and parent of the pupil will need to sign a disclaimer that they acknowledge that
this work is outside of Brackenfield SEND School so is not covered by Brackenfield’s public liability
insurance.
All such contact must also be monitored by the member of staff’s line manager or head teacher.
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4.11 Social Networking Sites and Online Gaming
Brackenfield staff may use social networking sites for personal use. However, the school
requires that staff have the correct privacy settings and that these are checked regularly so
that students or parents/carers do not have access to personal data or images.. Staff must
deny current or recent students access to profiles so they do not put themselves in a
vulnerable position.
This means that staff should:
· Lock down their profile to ensure that data and images are not freely available. Seek
advice if you are unsure how to do this
· Do not permit current and recent students or parent/carers to have access to profiles
· Ensure all passwords are kept strong and secure
· Be aware that images of others should be protected and be treated as carefully as you
would your own
·Be aware that even with privacy settings set at their highest levels there is some
Staff should be aware that they leave themselves open to a charge of professional
misconduct if images of a member of staff in a compromising situation are made available
on a public profile by anyone. If a student does gain access to the profile of a member of
staff by fraudulent means (impersonation or hacking) a member of the senior leadership
team should be informed immediately. Where relationships exist between staff and those
who are also parents at the school, or personal friends who are parents at the school, social
networking is acceptable but caution must be exercised so that professional standards are
maintained and staff do not compromise themselves or the school. As soon as a member of
staff becomes aware that they are in an online game with a student of Brackenfield, the
member of staff should cease to play against that student and should not enter any games
containing that player as part of the group. Under no circumstances should staff seek out
students and/or share their own gamer tags/ID with students, or use school equipment to
play online games.

4.12 Transporting children
In certain situations, for example out of school activities,
staff or volunteers may agree to transport children. A designated member of staff (the
Deputy Head for Children’s Services) is appointed to plan and provide oversight of
transporting arrangements and respond to any difficulties that may arise. Wherever possible
and practicable it is advisable that transport is undertaken other than in private vehicles,
where possible and practical at least one adult additional to the driver acting as an
escort. The driver must also have appropriate insurance. Staff should ensure that their
behaviour is safe and that the transport arrangements and the vehicle meet all legal
requirements. They should ensure that the vehicle is roadworthy and appropriately insured
and that the maximum capacity is not exceeded.
Please refer to:
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•
•
•
•
•
•
•
•
•

Guidance for safer working practice for adults who work with children and young people, 2009
DfE
CP policy
Keeping children safe in education
Acceptable use of ICT for staff
Intimate care policy
E-Safety
Positive behaviour policy
Offsite visits
CP and Safeguarding Policy

4.13 Dress and Appearance
The dress code policy conforms with the Human Rights Act 1998 and anti-discrimination legislation
and has been written taking into account NUT guidance for uniform and dress code. Brackenfield
uses a Team Teach approach to support positive behaviour. Team Teach advice and guidance is
reflected in this policy.
At Brackenfield School we believe that students are influenced by the role models around them. All
staff are an important part of this modelling as professionals. It is important that staff provide the
best example of appropriate clothing for the task in hand. It is paramount that staff project a
professional image to students, parents, visitors and other stakeholders. Our dress code reflects our
high expectations in terms of teaching and learning, behaviour and student uniform. It is recognised
that staff within the school perform a variety of different roles and the dress code takes this into
account.
Aims:
• Clear expectations and guidelines are provided for staff and volunteers in school
• Staff are suitably attired to meet safeguarding procedures
• Students have appropriate role models for professional dress
• Students understand the importance of appropriate dress at relevant times (e.g. changing for PE,
covering clothes for art etc)
• Staff attire supports Health and Safety implications and challenges of working in an SEN
environment. Health and Safety is paramount and overrides any other consideration. Staff must
be able to move freely without being hampered by unsuitable clothing or footwear.
• Staff attire projects a professional image of the school and the staff to students, parents, visitors
and other stakeholders
Guidelines:
• To safeguard students and staff it is important that staff wear clothing which is:
o Appropriate for their role and garments are suitable for the activity e.g. ‘moving and
handling’ or sitting on the floor (for instance where trousers maybe more appropriate
than a skirt), adhering to Team Teach advice and guidance
o Not likely to be viewed as offensive, revealing or sexually provocative
o Does not distract, cause embarrassment or give rise to misunderstanding
o Is absent from any political or otherwise contentious slogans
o Is not discriminatory
• Suitable smart and professional clothing and footwear must be worn
• Appropriate clothing should be worn for the occasion e.g. changing into sports clothing before
PE and back into ‘professional’ dress afterwards, wearing an art apron during messy activities
such as cooking or painting
• During out-of-school visits the school dress code applies, however if students are required to
wear alternative clothing then the same will apply for staff. All staff must ensure they are
wearing their school ID badge when not on the premises with pupils or when representing the
school
12
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•
•

•
•
•
•
•

Tattoos and body art to be covered where possible
Jewellery is worn at the individuals own risk, however care must be taken to ensure that
jewellery does not cause a health and safety hazard and cannot injure a student unintentionally.
Ensure all jewellery is removed during PE lessons and in circumstances where there is a
possibility of physical interventions. Team Teach guidance is no jewellery apart from a flat
wedding ring (in the case of this having any sharp and protruding edges this must be taped). Any
individual choosing not to follow this guidance will be liable for any injuries to self or other
caused by jewellery or piercings.
Piercings to be restricted to studs if chosen to be worn
Hair should be of a natural colour (blonde, black, brown, red, ginger, white, grey and derivatives
of)
For the safety of both staff and students nails should not extend above the finger when hands
are viewed from the palm
Where appropriate wear additional safety equipment in specialist activities (for instance goggles
in Design and Technology where appropriate)
On formal occasions such as parents consultation evenings all staff must dress in a professional
manner befitting of the event
Suitable Clothing
Smart trousers or chinos
Smart skirts
Tailored shorts (of
appropriate length)
Collared shirts or blouse
Smart dresses
Smart collard t-shirts/polo
shirts
Thick leggings with a long
Jacket and/or smart
Smart shoes or boots
tunic or dress
sweater, top or cardigan
Shalwar kameez, Sari, Kurta
or Shalwar
All clothing must be appropriate for the role and not be in breach of health and safety
regulations
Please note the following are not acceptable:
• Dresses, skirts and tops should not be revealing; be particularly aware if you are likely to be
bending in front of students, talking to students sitting on the floor, leaning across a table,
during first aid etc
• Underwear should not be revealed- be particularly aware of items showing either above the
trouser/skirt line when sitting/leaning across a desk.
• See through garments exposing underwear
• Spaghetti string tops or strappy tops which expose bra straps
• Clothing with inappropriate lettering, pictures or slogans
• Denim items and jeans
• Combat or cargo trousers
• Clothes which are excessively worn, have rips or tears
• Excessively high heeled shoes or boot
• Open toed/backed sandals and flip flops
• Trainers and sportswear (apart from PE sessions)
• Hooded tops and jumpers
• Clothes which are likely to cause a tripping hazard
• Hair which is perceived as not to be a natural colour

Non-uniform/dress up days
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Non uniform days should follow the ethos of the dress code with a ‘casual’ twist denim, trainers,
hoodies and t-shirts are acceptable though must not contravene health and safety and
safeguarding. Where staff are working with children in their normal capacity it is expected that
appropriately safe footwear and attire will be worn and staff should follow guidance on jewelry
and tattoos.
Suitable clothing for physical education
All staff must change into suitable clothing and footwear for PE. Acting as role models for the
students in what is appropriate to wear. For short sessions, staff must change their footwear in
line with student expectation.
Acceptable PE wear
Track suit or jogging bottoms
T-shirt or polo shirt (no slogans)
Sports jacket, fleece or sweatshirt
Shorts of a suitable length and style
Swimwear or swimming trunks covered by
Modesty swimwear including semi and full
shorts and t-shirt
cover swimsuits, burquini, veilkini
Appropriate footwear which does not breach health and safety e.g. trainers, plimsolls
Hijab’s and turbans if worn must be tied to the head. If a shawl is warn this must be secured
tightly at the back and not be loose at the front as this may impede assistance to pupils
Long hair to be tied back
Additional notes: as during any circumstances where there is the possibility of physical
intervention, all jewellery must be removed for PE other than simple wedding rings. However
for health and safety purposes, if they have sharp or protruding edges they must be taped.
Staff should only where stud and not hooped earrings.
Appropriate attire should be worn for swimming and when in a hydrotherapy pool
Staff are welcome to purchase items of clothing for PE or collared polo-shirts to be warn in the
classroom which are embroidered with the Brackenfield logo. This can be done via the school
office (items available: PE shorts, t-shirts, jogging bottoms, tracksuit, tracksuit tops, collared polo
shirts, outdoor coats).
Exceptions to the above
• Site staff where appropriate clothing for their role will be provided by the school
• In the case of a member of staff returning to work from illness or injury with requirements
to wear items contrary to, or not mentioned in the dress code- in consultation with the
member of staff, occupational health and HR the head teacher or senior leaders will risk
assess and make reasonable adjustment
The Governing Body wish to be sympathetic to cultural and religious dress. However it is crucial that
staff meet our expectations of suitable clothing and footwear. Careful consideration has been given
to freedom of thought, conscience and religion, and to race equality.
4.14 Conduct Outside Work

You must not behave in a manner which any reasonable adult would question your
suitability to work with children or young people.
You must not engage in conduct outside work which could easily damage your own
reputation and that of the school/college and this is especially important in and around
our immediate local community
5

Disclosure of Information
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5.1

The School is committed to open government and to rights of public scrutiny and participation.
Legislation, including the Freedom of Information Act 2000 and the Data Protection Act 1998,
requires that certain types of information must be made available to the public and other
recognised third parties and to employees. Advice and guidance on the requirements of the
Freedom of Information and Data Protection Acts is available from the Legal Services’ Division
at County Hall and requests may be made through the Headteacher.

5.2

You have a responsibility to safeguard the security and confidentiality of personal information
you hold and you should ensure that only the appropriate amount of information required is
provided to those who have a clearly established and legitimate need to use it. Advice and
guidance on existing statutory or common law obligations regarding confidentiality is also
available to the school from the Legal Services’ Division at County Hall.

5.3

You should not use any information obtained in the course of your employment for personal
gain or benefit, nor should you pass it on to others who might use it in such a way.

6

Relationships

6.1

The Local Community, School Users and Other Employees

6.1.1 You should always remember your responsibilities to the community you serve and ensure
courteous, efficient and impartial service delivery to all users, groups and individuals within
that community. These responsibilities apply equally to your conduct with fellow employees,
contractors, agency staff, volunteers and those on student/work experience placements.
6.2

You are expected to work as part of a whole school team.

6.3 You should take positive steps to understand the roles of other colleagues in the children’s
workforce. You are expected to cooperate with other professional colleagues who have a role
in enabling children/young people to thrive and succeed.
6.4

You should follow the school’s ethos and approach in any communication with parents and
carers.

6.2 Contractors
6.2.1 If you engage in the provision of work under contract, or supervise contractors or have any
other official relationship with contractors or have previously had or currently have a
relationship in a private or domestic capacity with contractors, you should formally declare that
relationship to your Headteacher/Chair of Governor.
6.2.2 Orders and contracts must always be awarded on merit, in accordance with Financial
Regulations and Standing Orders in Relation to Contracts, and no special favour should be
shown to businesses run by, for example, friends, partners or relatives in the tendering process.
No part of the local community should be discriminated against.
6.2.3 As a private citizen, you should be aware of possible conflicts of interest when you buy goods
or use the services of firms who have dealings with the School and you should follow official
procedures relating to the disclosure of any such transactions.
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7

Equalities

7.1

You must comply with the School’s Equalities Policy and legal requirements relating to equality
issues. The School is committed to promoting equality of opportunity, preventing unlawful
discrimination in all of its activities and to valuing diversity.

8

Appointment and other Employment Matters

8.1

If you are involved in the appointment of employees, you should be aware that it is unlawful for
you to make an appointment based on anything other than the ability of the candidate to
undertake the duties of the post. To avoid any possible accusation of bias, you should not be
involved in an appointment where you are related to an applicant or have/have had a close
association with the applicant.

8.2

You should not be involved in decisions relating to discipline, promotion or pay and conditions
adjustments for another employee who is a relative or with whom you have/have had a close
association.

8.3 Where you have been provided with a “benefit in kind” or other untaxed income, whether this
has been funded from the school’s delegated budget, private school fund or parental
contributions this must be formally recoded within the school for notification to the County
Council. Where you are uncertain about whether you need to declare a “benefit in kind” or
untaxed income you should discuss this with your Headteacher, who should consult with the
County Council’s Shared Service Centre.
9

Taking Other Employment

9.1

You should not undertake additional employment (paid or unpaid), or allow your name to be
put forward for consideration for such work, if your proposed additional work either will or has
the potential to:
•
•
•
•

Create a conflict of interest.
Overlap with official duties.
Make use of material to which you have access by virtue of your position.
Weaken public confidence in the School.

You should, in any case, inform your Headteacher of any proposed secondary employment.

10

Personal Interests

10.1 Personal interests must not conflict with your public duty. An official position or information
acquired in the course of your employment must not be used to further personal interests or
for the interests of others.
10.2 You must declare to your Headteacher/Chair of Governors any:
•
•

External financial or non-financial interest in any existing or proposed contract with
the school or other organisational decision.
Membership of any organisation which could conflict with the School’s interests.
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10.3 You should make any such declaration in writing to your Headteacher. Any such declaration by
a Headteacher should be made in writing to the Chair of Governors.

11

Stewardship

11.1 You must ensure that you use public funds entrusted to you in a responsible and lawful manner
and must not utilise property, vehicles or other facilities of the School for personal use unless
authorised in advance to do so. You should strive to ensure value for money to the local
community and to avoid legal challenge to the School.
11.2 Personal Use of Internet and Email – any personal use must be in accordance with the School’s
current Acceptable Use of IT, Internet and Electronic Communication Policy and Guidance.
11.3 Personal Telephone Calls:
[ Schools should amend the details below if their situation is different, e.g, where there
is no mobile phone access, it may be that staff use school phones for personal use, ‘in
line with agreed school policy’ ]
•

•

•
•

Personal mobile phones should be used for any outgoing personal telephone
calls, other than in exceptional circumstances (eg no signal available). In these
circumstances the school telephone may be used, following the school’s
procedure for such use, recording and payment.
Such outgoing calls/texts and personal incoming calls should occur
infrequently and be kept as short as possible. For those working with children,
calls/texts should not be made/taken during lessons, except in emergencies.
As stated in the Acceptable Use of IT, Internet & Electronic Communication,
‘Staff should not engage in ‘recreational’ chatting during working time, on
email or through instant messaging, that results in lost productivity or
distracts other employees from their work.’
School mobile phones should not be used for personal use, except in
emergency.
Accredited professional association/union representatives may utilise the
school telephone in accordance with the ‘Facilities Agreement’
https://derbyshire.inthehive.net/extranet/human_resources_payroll/advisor
y_hr_services/advisory_hr_TS/personnelhandbook/_layouts/WordViewer.as
px?id=/extranet/human_resources_payroll/advisory_hr_services/advisory_h
r_TS/personnelhandbook/Related%20Documents/Facilities%20Agreement%
20(January%202005).doc&Source=https%3A%2F%2Fderbyshire%2Einthehive
%2Enet%2Fextranet%2Fhuman%5Fresources%5Fpayroll%2Fadvisory%5Fhr%
5Fservices%2Fadvisory%5Fhr%5FTS%2Fpersonnelhandbook%2Fdefault%2Ea
spx&DefaultItemOpen=1

11.4 Intellectual Property is property which enjoys legal protection and is a result of intellectual
effort, including patents, copyright, trademarks, designs and software. Where developed in the
course of your duties, such intellectual property is the property of the School. You should not
make use of the School’s intellectual property to conduct private work.
11.5 Any copies of material taken for use within the School must only be as allowed under the
Copyright Act and under the appropriate licensing agreement.
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12

Corruption

12.1 You must be aware that it is a serious criminal offence for you to corruptly receive or give any
gift, loan, fee, reward or advantage for doing or neglecting to do something or showing favour
or disfavour to any person in your official capacity.
13

Hospitality and Gifts

13.1 You should only accept hospitality in the form of refreshments/attendance at events if there is
a genuine need to impart information or to represent the School. All other offers of
hospitality/gifts should be firmly, but politely refused. You should also ensure that accepting
the hospitality does not create a conflict of interest and is not likely to cause embarrassment to
the School.
13.2 You should report the offer of hospitality, whether accepted or not, to your line manager, and
should ensure that all such offers are recorded in the appropriate hospitality register.

13.3 If gifts are offered or you suspect that an improper motive exists, you should always decline the
offer and report it to your Headteacher/Chair. This includes any preferential rates offered for
goods and services. Headteacher’s should report the offer to the Chair of Governors regardless
of whether the offer is accepted or declined.

14

Sponsorship

14.1 Where an outside organisation is seeking to sponsor a School activity, whether by invitation,
tender, negotiation or voluntarily, the Code’s provisions concerning acceptance of hospitality
or gifts and working with contractors apply. No sponsorship deal should be made without the
prior agreement of your Governing Body.
14.2 Where the School wishes to sponsor an event or service, you must declare in writing to your
Headteacher any possible conflict of interest or any benefit which you or a member of your
family, or anybody with whom you have a close association, is likely to receive. Similarly, where
the School is providing sponsorship in the community, you should ensure that impartial advice
is given and that there is no conflict of interest involved.

15

Contact with the Media

15.1 Any enquiries from the media on work-related matters should be referred to the Headteacher
and Chair of Governors who are advised to contact the Local Authority’s Public Relations
Division. You should seek formal authorisation from the Headteacher, who should consult the
Public Relations Division, before you speak, write or give interviews to the media.
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15.2 If you wish to publish books, articles or letters you have written in connection with your duties,
you must first consult your Headteacher who will consult with the Governing Body and take
legal advice.
16

Reporting
It is employee’s responsibility to communicate concerns via the appropriate channels

16.1 Whistleblowing
Whistleblowing is the mechanism by which staff can voice their concerns, made in good
faith, without fear of repercussion. Please refer to the school whistle blowing policy Staff
should acknowledge their individual responsibilities to bring matters of concern to the
attention of a member of the senior leadership team or relevant external agencies. This is
particularly important where the welfare of children may be at risk.
16.2 Sharing Concerns and Recording Incidents
All staff should be aware of the school's child protection procedures, including procedures
for dealing with allegations against staff. Staff who are the subject of allegations are
advised to contact their professional association. In the event of an incident occurring, which
may result in an action being misinterpreted and/or an allegation being made against a
member of staff, the relevant information should be clearly and promptly recorded and
reported to a member of the senior leadership team. Early discussion with a parent could
avoid any misunderstanding. Members of staff should feel able to discuss with their line
manager any difficulties or problems that may affect their relationship with students so that
appropriate support can be provided or action can be taken. Please refer to Confindential
reporting Code and Whistle Blowing and to Complaints Procedure

17. Staff facing criminal charges

Staff facing criminal charges all posts at the school are exempt from the Rehabilitation
of Offenders Act 1974 and must therefore disclose all police cautions or convictions
for a criminal offence. This includes any cautions or convictions acquired whilst
working for the school which must be reported immediately to the Head Teacher. All
staff will be expected to complete a declaration of change in circumstances and
disclosure of criminal offences annually (see appendix 3).
This means that staff:
· must report all convictions and investigations against them. This includes things
such as road traffic offences and any convictions which are now 'spent'. (The
Rehabilitation of Offenders Act 1974 states that some convictions are considered to
be 'spent' after a certain period of time. However, teaching is listed in this Act as an
exemption)
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Appendix 1
A number of additional sources of guidance are listed here. However, this list is not exhaustive and
you should ensure that you familiarise yourself with any relevant guidance which may be provided in
respect of your particular area of work. Any queries in this respect should be addressed to your line
manager or the Headteacher.
Personnel Policies and Procedures of the School
• Terms and Conditions of Employment
• Confidential Reporting Code
• The Disciplinary Procedure
• Acceptable Use of IT, the Internet and Electronic Communication Policy and Guidance
• Equality Opportunity Policy
• Grievance Procedure
• Dealing with Complaints of Harassment
• Managing Allegations of Abuse against School Staff
•
•
•
•
•
•

Financial Regulations, incorporating Standing Orders
Freedom of Information Act 2000
Computer Misuse Act 1990
Safeguarding Policy and Child Protection Procedure
Guidance for Safer Working Practice for Adults who work with Children & Young People in
Education Settings
Teachers’ Standards 2012 (see below)
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Appendix 2
Teachers’ Standards 2012
The section from the document relating to conduct, as opposed to teaching practice, is copied below.
Preamble
Teachers make the education of their pupils their first concern, and are accountable for achieving the
highest possible standards in work and conduct.
Teachers act with honesty and integrity; have strong subject knowledge, keep their knowledge and
skills as teachers up-to-date and are self-critical; forge positive professional relationships; and work
with parents in the best interests of their pupils.
Part Two: Personal and Professional Conduct
A teacher is expected to demonstrate consistently high standards of personal and professional
conduct. The following statements define the behaviour and attitudes which set the required standard
for conduct throughout a teacher’s career.
•

Teachers uphold public trust in the profession and maintain high standards of ethics and
behaviour, within and outside school, by:
o

treating pupils with dignity, building relationships rooted in mutual respect, and at all
times observing proper boundaries appropriate to a teacher’s professional position

o

having regard for the need to safeguard pupils’ well-being in accordance with
statutory provisions

o

showing tolerance of and respect for the rights of others,
• not undermining fundamental British values, including
• democracy, the rule of law, individual liberty and mutual
• respect and tolerance of those with different faiths and
• beliefs

o

ensuring personal beliefs are not expressed in ways
• which exploit pupils’ vulnerability or might lead them to
• break the law.

•

Teachers must have proper and professional regard for the ethos, policies and practices of the
school in which they teach, and maintain high standards in their own attendance and
punctuality.

•

Teachers must have an understanding of, and always act within, the statutory frameworks
which set out their professional duties and responsibilities.
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Appendix 3
Annual Staff declaration for disclosure of change in circumstances and criminal offences (including
the reading of the code of Conduct and Keeping Children Safe in Education
Full Name
Position
Change of Role in the last 12months
Please state previous position
New Qualifications gained

Y/N

Address (including Postcode)

Date of birth
Return from period of absence e.g. Y/N
maternity
(please state length of absence)
Contact number
Next of kin
Next of kin address (if different)

Next of contact number

Have you resided outside the United Kingdom for a period exceeding 3 months in the last 5
years YES/NO
If you have answered yes, please give full details.
In accordance with the Schools Code of conduct, section 17:
All posts at the School are ‘exempt’ from the Rehabilitation of Offenders Act 1974 and
therefore, you are required to declare any convictions, cautions, reprimands and final
warnings that are not ‘protected’ (i.e. filtered out) as defined by the Rehabilitation of
Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013). The amendments to the
Exceptions Order provide that certain ‘spent’ convictions and cautions are 'protected' and
are not subject to disclosure to employers, and cannot be taken into account.
Guidance and criteria on the filtering of these cautions and convictions can be found on the
Disclosure and Barring Service website.
You must also declare
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· Involvement in, or approaches by, any political, religious, racial, environmental or protest
groups of an extreme or disruptive nature.
Has anything occurred as outlined above? (spent convictions may be taken into account and
therefore must be declared) Yes/No.
If you have answered yes, please give full details (continue on separate sheet if necessary)
Declaration
I hereby confirm my understanding that failure to declare any of the above information now
or any future time during my employment at Brackenfield, may be regarded as an act of
gross misconduct which may lead to disciplinary action and potential dismissal from my
employment.
I declare that the information provided is true and correct to the best of my knowledge and
belief.
Signed:
Date:
Code of Conduct - record of staff training.
I have read, understood and agree to work within the requirements of the code of conduct
of Brackenfield School
Signed:
Date:
Keeping Children Safe in Education.
I have read Part 1 of Keeping Children Safe in Education. I understand and agree to work
within these requirements
Signed:
Date:
Please return signed appendix 3 to the school office
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ACCESSIBILITY PLAN
HEADTEACHER

TRISH TURNER

Brackenfield School is a Derbyshire LA maintained special school located in Long Eaton
Nottinghamshire, a dormitory town situated between Derby and Nottingham. The school serves the
whole of Derbyshire and also neighbouring Local Authorities such as Derby City, Nottingham City
and Nottinghamshire.
The school provides for pupils who have learning difficulties and a wide range of complex needs. This
includes communication difficulties including Autism Spectrum Disorders, Social, Emotional and
Behavioural difficulties including Autism, Physical Disabilities and Severe Learning Difficulties.
This plan is drawn up in accordance with the planning duty in the Disability Discrimination Act 95 as
amended by the SEN and Disability Act 01 (SENDA). It draws on the guidance set out in Accessible
Schools Planning to increase access to schools for disabled Pupils issued by the DfE’s in July 02.
Definition of Disability
Disability is defined by the Disability Discrimination Act 95
“A person has a disability if he or she has a physical or mental impairment that has a substantial and
long-term adverse effect on his or her ability to carry out normal day to day activities”
Key Objective
To reduce and eliminate barriers allowing access to the curriculum and to full participation in the
school community for pupils and prospective pupils with a disability.
Principles
Compliance with the DDA is consistent with the school’s aims and equal opportunities policy and the
operation of the school’s SEN policy.
The school recognises its duty under the DDA as amended by the SENDA.
• Not to discriminate against disabled pupils in their admissions and exclusions, provision of
education and associated services
• Not to treat disabled pupils less favourably
• To take reasonable steps to avoid putting disabled pupils at a substantial disadvantage
• To publish an Accessibility Plan
• In performing their duties governors and staff will have regard to the DRC Code of Practice
02
The school recognises and values parents’ knowledge of their child’s disability and its effect on his
or her ability to carry out normal activities, and respects the parents and child’s right to
confidentiality. The school provides all pupils with a broad and balanced curriculum, differentiated
and adjusted to meet the needs of individual pupils and their preferred learning styles.
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The school endorses
• the key principles in the National Curriculum and Early Years framework which underpin the
development of a more inclusive curriculum
• Setting suitable Personalised Learning Intentions
• Responding to pupils diverse learning needs
• Overcoming potential barriers to learning and assessment for individuals and groups of
pupils by tackling the barriers to learning as well as how to learn
Activity
Educational and related activities
The school will continue to seek and follow the advice of LA services such as specialist teacher
advisors and SEN inspectors and appropriate health professionals from local NHS Trusts when
organising and planning any activities for our students both in school and including off site visits. All
activities will always be risk assessed regarding the needs of our students.
Physical Environment
The school will take account of the needs of pupils and visitors with physical difficulties and sensory
impairments when planning and undertaking future improvements and refurbishments of the site
and premises such as improved access, lighting/ acoustic treatment, colour schemes and more
accessible facilities and fittings.
Provision of Information
The school will make itself aware of local services including those provided through the LA for
providing information in alternative formats when required or requested.
Linked Policies
This plan will contribute to the review and revision of related school policies
• SIP
• SDP (building and site)
• Equal Opportunities policy
• Teaching, learning and Curriculum Policies
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CHECKLISTS TO SUPPORT NEEDS IDENTIFICATION
Identification of Barriers to Access
Section 1: How does Brackenfield deliver the curriculum?
Statement
Do we ensure that teachers and TAs have the necessary training to
support disabled students?
Are our classrooms optimally organised for disabled pupils?
Are lessons responsive to pupil diversity?
Do lessons involve work to be done by individuals, pairs, groups and
whole class?
Are pupils encouraged to take part on music, drama and physical
activities?
Do staff recognise and allow for the mental effort expended by
some disabled pupils?
Do staff recognise and allow for the additional time required by
some disabled pupils to use equipment?
Do staff provide alternative ways of giving access to experience or
understanding for disabled pupils who cannot engage in particular
activities i.e. forms of exercise in PE?
Do we provide access to computer technology appropriate to
needs?
Are school visits including overseas visits made accessible
irrespective of attainment or impairment?
Are there high expectations for all pupils?
Do staff seek to remove all barriers to learning and participation?

Yes
/

Notes

/
/
/
/
/
/
/

/

iPad, laptops and
screens

/
/
/

Section 2: Is our school designed to meet the needs of all pupils
Statement
Does the size and layout of areas including all academic
sporting play social facilities classrooms hall library playgrounds
etc. allow access for pupils?

Yes
/

Can pupils who use wheelchairs move around the school
without experiencing barriers to access such as those caused by
stairs, doorways toilets etc.?
Are pathways of travel around the school site and parking
arrangements safe, logical and well signed?
Are emergency and evacuations systems set up and inform all
pupils with SEND with visual and auditory components?
Are non-visual guides used to assist people to use building including
lifts with tactile buttons?

/

Notes
Adding additional
DDA door access.
Adding additional
DDA compliant
toilets

/
/

Lights to be fitted

/

Braille signage
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/
Are areas for pupil access well lit?
Are steps made to reduce background noise for hearing impaired /
pupils?

Carpets in rooms
adhere
to
guidance
from
Hearing
Impediment team

Is furniture and equipment selected, adjusted and located /
appropriately?
Section 3: How does our school deliver materials in other formats?
Statement
Do we provide information in simple language symbols large print etc.
for those who may have difficulties?
Do we ensure that information is presented to groups in a way which
is user friendly for people with disabilities ie reading out loud,
overhead projectors etc?
Do we ensure that staff are familiar with technology and practices
developed to assist people with disabilities?

Yes
/

No

/

/
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ORGANISATIONAL, STRUCTURE
MEETING & COMMUNICATION POLICY
HEADTEACHER

PATRICIA TURNER

Line Lead Structure
Below is the line lead structure for the school (this is also shown in visual form in figure 1.0). The role of
the Line Lead is to support, develop, performance manage/appraise and be responsible for the
performance of the members of staff that they lead. No member of staff (including the HT) Line Leads
more than 4 members of staff (supporting distributed leadership throughout the school), though senior
leaders are also part of a link structure with key area governors.
Role
HT (Head Teacher)
DHT (Deputy Head Teacher)
SBM (School Business Manager)
VENCO (Vulnerable Needs Coordinator)
Family Support Worker
Interventions and guidance Manager
Personal Health and Care Manager
IT Systems Manager
Pathway Lead
Class Teacher
STLA
Senior Business Assistant
Senior Business Assistant- PA and Clerk
Business Assistant
Premises Manager
Cleaner
MDS

Line Lead
Local Authority/COG
HT
HT
DHT
VENCO
DHT
VENCO
DHT
DHT
Pathway Lead
Class Teacher
SBM
HT
SBM
DHT/SBM
DHT/SBM
DHT
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The line lead structure is in place, not only support the development and performance of staff but also to
support effective communication. Please see Identification and implementatio0n- meeting staff
communication need (pg4).
For efficient and effective running of the school we run a 2 up 1 down model. This
informs lines of effective communication and information exchange, PM/appraisal,
QA and accountability. Regardless of position in school staff must be aware of:
•
The role of their Line Lead (1 up)- this may also be the role they act up into in
absence of their Line Lead (e.g. Deputy acts up as the Head Teacher, STLA acts up as
classroom teacher)
•
The role of their Line Leads- Line Lead (2 up)- this enabling contextual
understanding of theirs and their Line Leads job role
•
The role of the person(s) that they Line Lead (1 down)- to enable a wellinformed support/development approach
This model allows Leaders at all Levels to support those they line lead as well as
understand the contextual need of their role within the school and the wider picture.
It enables staff to be autonomous and empowered in their job roles as well as develop
their leadership.
At times staff within school take on different roles which may temporally affect the line structure. For
example leaders within the school also take on the role as classroom teacher. In this scenario, they are,
as class teacher, responsible for operationally managing the STLAs within the classroom.
Safeguarding and health and safety is everyone’s responsibility. Within a “Team Teach” situation there
is no line management or hierarchal structure in place. As Team Teach guidance and training explainsany member of staff may lead during a crisis situation, including asking a more ‘senior’ colleague to leave.
Subsequent to this there is also a structure in place to support Safeguarding Supervision (appendix 4.0)
this is also operates outside of the Line Lead structure.
Though the Line Lead structure is very prescriptive, staff must use their common sense, specifically in
time of crisis management for example if first aid is required urgently.

Distributed Leadership Roles
Brackenfield School operates a distributed leadership model through senior leaders and middle leaders.
Brackenfield has a model two Deputy Head Teachers and three middle leaders (Pathway Leads). This is
to support the development of the school as well as day to day operational running.
The leadership structure is supported by a clear communication structure. The DHTs are line managed
by the Headteacher. The DHTs lead the strategic provision. The DHTs line manage the Pathway Leads.
The Pathway Leads line manage the teaching staff and lead the operational provision. All leaders have a
key role to play with the self-evaluation and improvement of the school- so though not defined about
this underpins all aspects of both strategic and operational running of the school.
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The role of the Head Teacher
Though the role of the Head Teacher is not easily definable, from a strategic perspective, the following
are the aspects of the school which remain with the HT to support clarity of the role of the DHTs.
-

Vison and Ethos- direction of school
Appointments
Complaints
Disciplinary
Outreach/external working with other schools
Consultations/parental visits
Finances
H&S
Communication
Governors
Recruitment- inc levers/joiners and references
Staff requests- inc medical, UPD, leave of absence (planned and unplanned)

-

Staff monitoring inc sickness absence, performance and PRP
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The Role of the Deputy Head Teachers
DHT

Jessica Lacey

Sophie Evitts

Items for Deputy/Head meeting
Curriculum

Line
Management

School
Development

Operational

Other

Budget
holders

Policy
(To be
completed)

KS1-3

KS4

-

-

EYFS
Pre-Formal
Semi-Formal
Formal
PLI’s
J2L
Communicate
Comprehend
Developmental- Phase Leads CL, CS
Children’s Service team (CF, FR, HD, NOD)
Sensory
Total Communication Strategy

-

Cover & timetable
Trips (EVC coordinator)
Pupil Information
Swimming
On-call/Lunch duty (operational LSBF)
Designated Teacher- LAC
CPD
Team Teach

-

Sports Premium
PPP
Trips- including fruit shop
CPD

-

Medicines management
Off site visits
Risk Assessments
Physical interventions
Intimate Care

-

-

AIMS
Functional Skills
Accredited Learning
Preparation for Adulthood
Careers/Work experience
Talentinos
Decode
Developmental- Phase Lead CW
Developmental- PPA teacher LT
Midday team
SRE, CRE
Post 16
Outdoor Learning Spaces
Bids for development (including overseeing
reinstating charity status via PTA)
Dyslexia friendly status
Phonics RWI
Lunchtimes
Transitions (inc taxi times)
On-call/lunch duty (operational LSBF)

SCITT
Enrichment
Assemblies/SMSC
Home school communication- website and
newsletter
PP
Catch up premium
Accreditation and Exams
Oversight of T&L (joint budget allocation)
Breakfasts
Acceptable use of ICT- staff
Acceptable use of ICT- children

Items for weekly Deputy meeting
Joint working

-

Quality Assurance
Data Analysis, inc PLI, J2L, Teacher assessment data, accreditation
Reporting to HT
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-

Reporting to Governors
School to school support
PM/Appraisal
Supporting under performance
Deputies group
EHCPs- coordination of meetings, content, proofing
DSL

Policy

-

Lifeskills behaviour framework
Teaching, Learning and Curriculum
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The Role of the Pathway Leads
Area

Communicate

Comprehend

Decode

PWL

Eleanor Hodgkin

Chloe Lawrence

Peter Csizmadia

Pathway meeting content
Curriculum
leadership

Pre-formal

Semi-formal

Accredited Learning

Subject leadership:
• EYFS
• Life skills

Subject leadership:
• Expressive Arts
• Literacy

Subject leadership:
• Numeracy
• Physical Development and PE

Line
Management

Communicate Teaching staff

Comprehend Teaching staff

Decode Teaching staff

Budget
holders

Imprest account (T+L, functional life skills (PP), personal care):
• Allocate expenditure to appropriate budget code
• Audit items purchased
• Review spending
• Report on common themes/ areas of concern

Pathway
operation

Pathway T+L account:
• Allocate expenditure to appropriate budget code
• Audit items purchased
• Review spending
• Report on common themes/ areas of concern
• Daily cover changes in pathway (incl. planning for UPD/ CPD cover in pathway)
• Pathway awards assembly organisation
• Lunchtime organisation; MDS placement, staff breaks, pupil placement, enrichment clubs/ outdoor
learning
• On-call/Lunch duty (operational LSBF)
• Enrichment organisation
• Overseeing settling in period of new pupils; including pupil placement, baseline confirmation,
strengths and needs, PLIs, communication with parents
• Embedding all relevant policies; TCA, reading policy, T+L, PBS, organisational structure and
communication, learning beyond the classroom etc.
• Operational management of QA; ensuring all pupil paperwork is up to date, planning, evidence files,
assessment grids etc.
• Newsletter entries; collate pathway newsletter entries and send to SLT
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Joint
working

-

Quality Assurance of pathways and subject leadership (weekly real feels and reporting as a group)
Compare Data Analysis with action plan/ support cross pathway; inc PLI, Teacher assessment data,
accreditation
Reporting to DHT
Supporting teachers to PM of STLAs and analyse areas of training needs across team
Mentoring under performance
EHCPs- support in reviews for NQTs/ new staff members/ staff absence
Subject leadership
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Figure 1.0 Organisational Line Lead diagram
Children’s Services Team
Head Teacher
Deputy Head

Deputy Head

VENCO- Vulnerable Needs Coordinator
Family Support work

Personal and Health Care Manager and
Personal Health Care Assistant

Interventions and Guidance Manager

Business Admin, Site and ICT Team
Head Teacher
School Business Manager
Senior Business
Assistant

Senior Business
Assistant

Business
Assistant

PA to Head Teacher
Business
Assistant

Premises
Manager and PT
Cleaner

Deputy Head Teacher
ICT Systems Manager
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Teaching Team
Head Teacher
Deputy Head Teacher
Communicate Pathway Lead
Maple
Class
Teacher

Acorns
Class
Teacher

Willow
Class
Teacher

STLAs x2

STLAs x2

STLAs x2

Deputy Head Teacher

Comprehend Pathway Lead
Elm

Class
Teacher
STLAs x2

Decode Pathway Lead

Sycamore
Class
Teacher

Rowan
Class
Teacher

Beech
Class
Teacher

Conkers
Class
Teacher

Poplar
Class
Teacher

Hazel
Class
Teacher

Ash
Class
Teacher

Oak
Class
Teacher

STLAs x2

STLAs x2

STLAs x2

STLAs x2

STLAs x2

STLAs x2

STLAs x2

STLAs x2

Cover Supervisor (line managed by PWL)

Cover Supervisor (line managed by PWL)

Cover Supervisor (line managed by PWL)

Governance
Link Governor

Child
Protection and
Safeguarding

Premises and
H&S

Finance and
GDPR

Pupil Premium

Teaching and
Learning

Governor
Training

Leadership and
Management –
Chair of
Governors

Link Leader

VENCO

School
Business
Manager

School
Business
Manager

Deputy Head
Teacher

Deputy Head
Teachers

Deputy Head
Teacher

Head Teacher

37
Contents

Identification and implementation- meeting staff communication
needs
The line Lead structure supports effective transfer of information supported by a number of ICT based
systems:
•
•
•
•

Integris- holds pupil information and contact details
Iris Adapt- holds and analyses pupil information on behaviour and communication with home
My Concern- holds information on safeguarding concerns
Sharepoint- enabling access to key documents such as policies

Subsequent to this the school system is used to store shared information. Dependent of job role- staff
have access to specific areas of the school system. Email is also used as a secure method of
communication and information transfer between staff.
Despite the extensive systems in place to support information exchange and communication. There is
always the need for staff to meet for varying reasons. Here at Brackenfield we believe in the importance
of providing these opportunities and build them into to the daily routine of school life.
Face to face meetings are categorised in to three areas to meet the development, communication and
wellbeing needs of all members of staff:
•
•
•

Communication- to support the transfer of up to date information
CPD- to meet the professional development needs of staff alongside appraisal and PM
Safeguarding supervision – supports wellbeing of staff and problem solving by providing a safe
space for the supervisor and supervisee to explore decisions about specific children

Communcation

CPD

Superversion

Though the purposes for these meetings are defined, they work together and a need for one of the three
areas maybe identified through another e.g. supervision/communication may identify a CPD need.
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Frequency of meetings are dependent on the requirements for the information exchange. Figure 1.1
below outlines this.

Figure 1.1- meeting structure
Structure for Teaching Staff
Requirements for Communication:
Who/What (persons/type of
meeting)
Whole school briefing

When (frequency)
Twice weekly Monday and Friday

Why (purpose)
•
•
•
•

Brings whole school team
together
Sets tone for week
Leadership presence
Communication of important
messages

Team briefings (Pathway)

Tuesday, Wednesday and
Thursday

Communication of daily items

SLT Briefing

Tuesday, Wednesday and
Thursday

Communication of ongoing issues/up
to date information

Team meetings- Class staff

Daily

•
•
•
•
•
•

Sharing planning
Sharing PLI information
Setting up for next
day/delegating tasks
Debrief
Raising issues
Celebrating success

Deputy meetings

Weekly

•
•
•
•

Sharing information
Solving issues arising
Working together
Bringing issues/ideas to CLM

Deputy- Pathway meeting

Weekly

•
•
•
•

Monitoring
Sharing information
Supporting issues
Celebrating success

Curriculum Leadership Team

Fortnightly

•
•
•
•

Sharing information
Working together
Updates
Sharing and supporting issues

HT-SBM

Weekly

•
•

Share updates on premises
Share updates on finance
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•

Strategic- staffing and
operational running of the
school, ongoing or arising HR
Items from Admin team
Items from ICT manager
Items for Premises managercontractors

•
•
•
Pathway Lead - Teachers

•
•
•
•

Weekly

Sharing information
Working together
Updates
Supporting issues

Requirements CPD:
Who/What (persons/type of
meeting)
Staff meeting / INSET

When (frequency)
Developmental / info

Why (purpose)
•
•

HT- DHT Coaching

•

Weekly

•
DHT- PL Line management/coaching

•

Weekly

•
Teacher Appraisal

Every MER Window (4 times a
year)

•
•
•
•

STLA Performance Management

Every MER Window (4 times a
year)

•
•
•
•

Development of whole staff
team/CPD
Quality assurance
Support professional
development
Support matters arising
Support professional
development
Support performance
1st and Summative with SLT
2nd and 3rd with Pathway Lead
Support professional
development
Support performance
1st and Summative with SLT
2nd and 3rd with Class Teacher
Support professional
development
Support performance

Requirements for Safeguarding Supervision:
Who/What (persons/type of
meeting)
Planned supervision
DSLs- Staff (though not linked to a
line Lead structure- in most cases will
be led by VENCO or FSW)

When (frequency)
•
•

Drop in sessions- monthly
At key points linked to
specific cases

Why (purpose)
Provides a safe space for the
supervisor and supervisee to
explore decisions about specific
children, groups of or issues they
are struggling with. The child is
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Informal (through following same
structure as planned supervision)

always the focus, consequently
each discussion should return to
how it benefits the child/ren and
keeps them safe in education.

When required

DSLs- Staff (though not linked to a
line Lead structure- in most cases will
be led by VENCO or FSW)

Structure for Admin and Children’s Service

Requirements for Communication:
Who/What (persons/type of
meeting)
MDS briefing

When (frequency)
Daily

Why (purpose)
•
•

MDS- Daily de-briefs

Daily

MDS- Lead MDS

•
•

Communication of daily information
from day book
Organise daily changes in supervision
of children
Communication of daily
information/incidents/positives
In touch time with MDS

Lead MDS- DHT2
HT- PA

Daily brief

•

Communication of daily information
and structure

VENCO- PCT

Daily brief/de brief

•

Communication of daily information
and structure

VENCO – DHT1

Weekly (electronic pastoral
update – sent via email on a
Friday)

•

Communication of weekly information

DHT1 – Interventions and
Guidance Manager

Fortnightly

•
•
•

Communication of information
Quality Assurance
Support Matters Arising

SBM- Business admin staff

Fortnightly

•
•

Communication of information
Support matters arising

SBM- Premises Manager

Weekly

•
•
•
•

Communication of information
Schedule review
Site walk around
Support matters arising

SBM- ICT Manager

Fortnightly

•
•

Communication of information
Support matters arising
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Requirements for CPD:
Who/What (persons/type of
meeting)

When (frequency)

Why (purpose)

MDS- staff meetings and inset
training (as signposted by DHT2
against training calendar)

As required

•
•

Development of staff team/CPD
Quality assurance

DHT1 – VENCO

Weekly

•

Support professional
development
Support matters arising
Quality Assurance
Information sharing

•
•
•
VENCO- FSW and PCT Performance
Management

•

Per MER

•

Performance management
against JD
Supporting professionally
development

Business Admin- team meetings
and inset training (as signposted
by SBM against training calendar)

As required

•
•

Development of staff team/CPD
Quality assurance

Premises Manager team meetings
and inset training (as signposted
by SBM against training calendar)

As required

•
•

Development of staff team/CPD
Quality assurance

Requirements for Safeguarding Supervision:
Who/What (persons/type of
meeting)
Planned supervision

When (frequency)
•

Planned at monthly points

External DSL from Federation SchoolVENCO/FSW
Informal (through following same
structure as planned supervision)
External DSL from Federation SchoolVENCO/FSW

When required- over phone

Why (purpose)
Provides a safe space for the
supervisor and supervisee to
explore decisions about specific
children, groups of or issues they
are struggling with. The child is
always the focus, consequently
each discussion should return to
how it benefits the child/ren and
keeps them safe in education.
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Structure for Governors
Who/What (persons/type of
meeting)
Full Governing Board Meeting

When (frequency)
X 6 per academic year June-June

Why (purpose)
•
•
•
•
•
•

Review policy
Review Progress towards SIP
Challenge Leadership Team re:
SEF
Challenge Ref: H&S
Challenge Ref: Finance
Agree the Annex 1, Annex 5 and
SFES

Pay Committee

Once yearly- between June 30October 31st

•

Review performance related pay
recommendations

Link Gov meetings

X4 per year

•

Week 5 of MER Window

•

To review SIP progress at MER
points during the year
Provide challenge and gather
knowledge to report back to full
governing board

As required

•

CPD

Staff meetings/INSET training- as
advised by the HT against the
training calendar
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Documentation
To support the above there are the following documents available- examples of which are attached in the appendices to this policy.
Document

Purpose

Location

Appendix

Communication resources
DHT meeting notes

To record minutes/notes for DHT weekly meetings

O:\Brackenfield School Filing List\SLT
Folder\Meeting notes\DHT

2.0

Curriculum leadership
meeting notes

To record minutes/notes for curriculum steering
leadership team

O:\Brackenfield School Filing List\SLT
Folder\Meeting notes\Curriculum leadership
team

2.1

VENCO-DHT meeting notes

To record minutes/notes for children’s services team

O:\Brackenfield School Filing List\SLT
Folder\Meeting notes\VENCO FSW DHT

2.2

Pathway Lead- meeting notes

To record minutes/notes from DHT- Pathway Lead
meetings

N:\Meeting Notes

2.3

Appraisal/PM documents

CPD: To support development needs of all staff

Q:\CPD Paperwork\Appraisal and PM

3.0

STLA self-review

To support development/CPD/self-reflection of STLAs

Q:\CPD Paperwork\STLA

3.1

HLTA self-review

To support development/CPD/self-reflection of HLTAs

Q:\CPD Paperwork\HLTA

3.2

Children’s Services self-review

To support development of children’s services team

Q:\CPD Paperwork\VENCO

3.3

Teacher self-review

To support development/CPD/self-reflection of class
teachers

Q:\CPD Paperwork\Teacher

3.4

Pathway lead- self review

To support development/CPD/self-reflection of
pathway leads

Q:\CPD Paperwork\Pathway Lead

3.5

SLT self- review

To support development/CPD/self-reflection of SLT

Q:\CPD Paperwork\STLA

3.6

CPD Resources

UPS Teacher self-review

Q:\CPD Paperwork\HLTA
SLT Development-profile

To build identifiable actions from the self-review to
support development

Q:\CPD Paperwork\SLT

3.7
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IAI plan (Issue, Action, Impact)

Staff led- framework to support solution focused
approach to identified issues

Q:\CPD Paperwork\SWOT Blank

3.8

SWOT analysis tool

To identify problems and find solutions
collaboratively. Discussion too for school
improvement

Q:\CPD Paperwork\IAI Plan

3.9

Q:\CPD Paperwork\Supervision Docs

4.0

Q:\CPD Paperwork\Supervision Docs

4.1

Safeguarding Supervision resources
Structure and rationale for
supervision
Supervision docs

To support wellbeing and problem solve though a
coaching based approach
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DHT
MEETING MINUTES
Date:

Item

Notes

Actions

General updates
Curriculum updates
•
•
•
•
•
•
•
•
•

Pre/semi formal, formal
EYFS
KS4 accredited
Work experience and college
Friday offer
PLIs
PE offer
Enrichment
Assemblies SMSC

Quality assurance
•
•
•
•
•
•

Data analysis
Observations
Learning walks
Planning
Assessment standardization
Moderation

Overall performance
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Staff
•
•
•
•
•
•
•
•

Line management- shared and
individual
PM/appraisal
Supporting underperformance
Celebrating success
NQTs
CPD
Cover-supply staff
SCITT

School development updates
•
•
•
•
•

Sensory
Total communication approach
SRE/CRE
Outdoor learning
Online safety

Pupils
•
•
•
•
•
•
•

LAC
Behaviour plans
Risk assessments
Medical
Gathering pupil voice
Celebrating success
Safeguarding (??)

Operational
•
•
•
•
•
•

Life skills behaviour
Cover/timetable
Trips
Swimming
Lunchtimes/break
times/transitions
On-call
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Parents
•
•
•
•
•

Parental engagement
Reporting to Parents
EHCP reviews
Home/school communication
Website

Budgets
•
•
•
•
•
•
•
•
•

T&L
Sports premium
PP+
PLAC
Catch up premium
CPD
Accreditation and exams
Trips
Breakfast

Policy updates
Deputies agenda working
Future development priorities
Items for team meeting
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Appendix 2.1

CURRICULUM LEADERSHIP TEAM
MEETING MINUTES
Date:

Item

Notes

Actions

General updates
Concerns/conflict
Curriculum updates
Quality assurance
Staff
School development updates
Pupils
Operational
Parents
Budgets
Policy updates
Deputies agenda working
Future development priorities :
-

Staffing
Buildings and premises
School development
Federation/matrix
School to school support
Post 16
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Appendix 2.2

PASTORAL & SAFEGUARD TEAM
MEETING MINUTES
Date:

Item

Notes

Actions

General updates
Quality assurance
1.
2.
3.

Safeguard Audit
Attendance Audit
Attendance Monitoring

Staff
1.
2.
School development updates
1.
2.

SRE/CRE
Online safety

Pupils
1.
2.
3.
4.
5.

LAC
CP
CiN
TAF / MAT
EWO

Operational
1.
2.
3.

DSL
Lunch
On-call
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Parents
1.
2.
3.
4.

Parental engagement
Red Parents
Home/school communication
Website

Training
1.
2.
3.

Budget
Planned courses
Training needs

Policy updates
Future development priorities
Items for team meeting
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Appendix 2.3

PATHWAY & SENIOR LEADS
MEETING MINUTES
Date:

Item

Notes

Actions

General updates
Curriculum updates
•
•
•
•
•
•
•
•
•

Pre/semi-formal, formal
EYFS
KS4 accredited
Work experience and college
Friday offer
PLIs
PE offer
Enrichment
Assemblies SMSC

Quality assurance
•
•
•
•

Data analysis
Observations
Learning walks
Planning

Staff
•
•
•
•
•

•

•

Line management
PM/appraisal
Supporting underperformance
Celebrating success
NQTs
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•
•

CPD
Cover-supply staff

Pupils
•
•
•
•
•
•
•

LAC
Behaviour plans
Risk assessments
Medical
Gathering pupil voice
Celebrating success
Safeguarding

Operational
•
•
•
•
•
•

•

Life skills behaviour
Cover/timetable
Trips
Swimming
Lunchtimes/break
times/transitions
On-call

Parents
•
•
•
•

Parental engagement
Reporting to Parents
EHCP reviews
Home/school communication

Items to take to SLT meeting
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Appendix 3.0

Brackenfield School Teacher Appraisal
STAFF MEMBER & APPRAISER INFORMATION

Staff Member:

Post:

Appraiser:

Post:

2nd Interim (End of MER 3):

Summative (End of MER 4):

DATES
Targets Set:

1st Interim (End of MER 2):

PUPIL PROGRESS & OUTCOMES TARGET
xxx

1ST INTERIM

2ND INTERIM

IMPACT OF ACTIONS
& EVIDENCE
BARRIERS
ACTIONS
APPRAISER
COMMENTS
IMPACT OF ACTIONS
& EVIDENCE
BARRIERS
ACTIONS
APPRAISER
COMMENTS
IMPACT OF ACTIONS
& EVIDENCE

SUMMATIVE

BARRIERS
AREAS NOT MET
APPRAISER
COMMMENTS
SCHOOL IMPROVEMENT PRIORITY TARGET
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xxx
IMPACT OF ACTIONS
& EVIDENCE
1ST INTERIM

2ND INTERIM

SUMMATIVE

BARRIERS
ACTIONS
APPRAISER
COMMENTS
IMPACT OF ACTIONS
& EVIDENCE
BARRIERS
ACTIONS
APPRAISER
COMMENTS
IMPACT OF ACTIONS
& EVIDENCE
BARRIERS
AREAS NOT MET
APPRAISER
COMMENTS
CONTINUED PROFESSIONAL DEVELOPMENT TARGET

xxx
IMPACT OF ACTIONS
& EVIDENCE
1ST INTERIM

2ND INTERIM

BARRIERS
ACTIONS
APPRAISER
COMMENTS
IMPACT OF ACTIONS
& EVIDENCE
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BARRIERS
ACTIONS
APPRAISER
COMMENTS
IMPACT OF ACTIONS
& EVIDENCE
SUMMATIVE

BARRIERS
AREAS NOT MET
APPRAISER
COMMENTS
SUMMATIVE INFORMATION

STAFF MEMBER COMMENTS
APPRAISER COMMENTS
RECOMMENDATION
REASONS
ADDITIONAL CELEBRATION OF EXCELLENCE
What was seen / observed

Reasons for Excellence
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Appendix 3.1

SLTA PERFORMANCE REVIEW
Brackenfield is committed to ensuring that new members are effectively inducted into the school and are effectively supported. In order to
provide effective ongoing support please complete this self-review tool and be prepared to discuss this with your class teacher. This requires to
be completed in conjunction with the Roles and Responsibility document- where areas met can be highlighted (this can be found in Teams
Training/CPD).
Competent and can evidence
Developing
Requires develop

Competency- where RAG is amber/red please write identified actions under competency descriptor. These should be decided in
discussion with Line Lead.

RAG- based on highlighted
descriptors from the Roles and
Responsibilities Doc
MER1 MER2 MER3 MER4

Ability to:
• To work with teachers as part of a professional team to organise and support teaching and learning activities for SEN
pupils.
• To work with individuals and groups.
• Provide specialist learning support for pupils identified as having learning difficulties, including complex and multiple
SEN, in a broad range of different learning situations and settings.
• Plan, organise and undertake other related duties to fully support and underpin learning, personal and social
development

Actions:
Ability to manage self, children and staff
Actions:
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Ability to support children/young people and families/carers
Actions:
Ability to enable children/young people to access learning activities and structured programmes overcoming barriers to
learning
Actions:
Ability to assess and keep records
Actions:
Ability to manage children and young people off-site
Actions:
Communication skills
Actions:
Ability to provide support to young children and young people with transitions in their lives
Actions:
Ability to support children and young people with cognitive and learning difficulties (severe learning difficulties)
Actions:
Ability to provide care and welfare for children and young people with SEN, complex disabilities, or medical needs.
Actions:

Ability to enable children and young people with sensory and/or physical impairment to participate in learning activities
and implement structured learning programmes.
Actions:
Ability to help and support children and young people with behavioural, emotional and social development needs and enable them
to develop relationships with others. (EBD - Emotional & Behavioural Difficulties) (ECB – Extremely Challenging Behaviour) (SEBD
– Severe Emotional and Behavioural Difficulties) (SEMH Social, Emotional Behavioural Difficulties)
Actions:
Ability to support children and young people with communication and interaction difficulties such as Autism Spectrum Disorder
(ASD) to develop relationships with others.
Actions:
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Ability to enable children and young people with communication and interaction difficulties (ASD) to participate in learning
activities.
Actions:
Knowledge and understanding of policies for Child Protection, Health and Safety, Security, Confidentiality, Data Protection/GDPR,
Procedure for reporting concerns to an appropriate person, Inclusion, Race Relations, and Equal Opportunities.
Actions:

Outstanding contribution to the school

Signed:
Member of staff

MER1

MER2

MER3

MER4

Line Lead

STLA
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Appendix 3.2

HLTA PERFORMANCE REVIEW
2018/19
Brackenfield is committed to ensuring that new members are effectively inducted into the school and are effectively supported. In order to
provide effective ongoing support please complete this self-review tool and be prepared to discuss this with your class teacher. This requires to
be completed in conjunction with the Roles and Responsibility document- where areas met can be highlighted (this can be found in Q:\CPD
Paperwork\HLTA.
Competent and can evidence
Developing
Requires develop

Competency- where RAG is amber/red please write identified actions under competency descriptor. These should be decided in
discussion with Line Lead.

RAG- based on highlighted
descriptors from the Roles and
Responsibilities Doc
MER1 MER2 MER3 MER4

Ability to:
• To work with teachers as part of a professional team to organise and support teaching and learning activities for SEN
pupils.
• To work with individuals and groups.
• Provide specialist learning support for pupils identified as having learning difficulties, including complex and multiple
SEN, in a broad range of different learning situations and settings.
• Plan, organise and undertake other related duties to fully support and underpin learning, personal and social
development
Actions:
Lead planning cycle autonomously which may be weekly/termly
Actions:
Actively deliver a lesson/undertake elements of ‘specified work’
Actions:
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Delivering lessons to whole classes (or organising after school clubs).
Actions:
Delivering lessons independently under guidance.
Actions:
Assessment and Record Keeping.
Actions:
Communication
Actions:
Responsibility for own on-going professional development
Actions:
Management of other staff and/or staff teams
Actions:
Management of Pupil Support Unit (or seclusion/exclusion/ inclusion)
Actions:
Contribute to the pastoral support provided by the school
Actions:
Management of children and young people off-site
Actions:

Outstanding contribution to the school

Signed:
Member of staff

MER1

MER2

MER3

MER4

Line Lead

HLTA
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Appendix 3.3

SELF REVIEW
CHILDREN’S SERVICES.
Member of staff:

Date:

The Diagnostic Tool describes a range of behaviours and a widening sphere of leadership experience and opportunity. Think not just about
what you do but how you do it. Think about any examples you can use to illustrate your choices. Record your responses on the Self Review form
and reflect on how your behaviour changes during the programme. Use the descriptors to assess your leadership behaviours at the start and
position yourself on the scale of Emerging - Exceptional. Invite a colleague, preferably your line manager, to offer his/her own perspective and
compare responses. The tool is best used as a series of prompts for discussion.

Commitment

Emerging

Effective

Highly Effective

Exceptional

You commit to improving
the school experience for all
pupils and staff.

You work to create an ethos
and culture of high
expectations for all pupils’
aspirations and
achievements.

You seek to understand the
power of world-class teaching to
improve social mobility,
wellbeing and productivity.

You remove barriers to learning and
consistently challenge low
expectations in the school and
community.

You lead and participate in
professional development
focused on improving equality of
access to high quality teaching.

You show a deep understanding of
the issues pupils and parents face
both in and outside school and take
action to improve these.

You build relationships with
pupils and parents/carers to
engage them and others in
the community in supporting
pupils.

You foster equality of access
and take account of diversity
within the school and the
wider community.

You ensure preconditions for
learning are met by ensuring high
standards of attendance, punctuality
and behaviour.

You ensure that the needs of
pupils are monitored
effectively using effective
systems.
Collaboration

You collaborate with others
to share expertise and
achieve common goals.

You seek to strengthen a
broad range of relationships
with stakeholders and
partners.

You work with a range of people
in schools and the wider
community building a culture of
co-operation.

You work to build a shared vision and
sense of belonging with diverse
groups to tackle complex issues.
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You express positive
attitudes and expectations of
team members.

Personal
Drive

You set personal goals to
improve your effectiveness.
You take responsibility for
personal and school
performance.

Resilience

You manage your own
emotions well.
You are able to respond
positively when managing
uncertainty and adversity.

You are open to different
perspectives and viewpoints.

You create purpose, clarity and
focus on shared goals and ways
of working

You take the lead in diffusing
conflict and ensuring a beneficial
resolution.

You set challenging personal
goals and strive to be
effective.

You take a disciplined approach
to work and demonstrate
effective time management.

You promote inter-group harmony
regardless of personal likes or
dislikes
You adopt a high personal profile and
are clearly visible as a leader both
internally and externally.

You regularly measure your
own and school performance
against targets.

You are self-motivated and take a
creative, problem-solving
approach to new challenges.

You use a range of strategies and
techniques to enhance your own and
others’ effectiveness and motivate
others to achieve results.

You remain courageous and
positive.

You remain focused on personal and
organisational values, and adhere to
these, even in difficult, long-term
situations.

You account for your own
and school performance to
the governing body or other
stakeholders.
You are honest and
transparent in your
interactions with all key
stakeholders.
You listen to negative
feedback and react
appropriately.

You stay optimistic in the face of
setbacks.
You seek out and act on
constructive criticism learning
from it to improve performance.

You are able to manage and
recover from set-backs.

Awareness

You are aware of your own
feelings.
You recognise your own
strengths as a leader and

You express your own
thoughts and emotions
appropriately.

You continuously seek to
understand your leadership
capabilities and how your
behaviour impacts on others.

You epitomise optimism and
confidence in the face of challenging
situations.
You are resilient, focused and
tenacious when faced with the
demands of the job and continually
challenging circumstances.
You demonstrate self-control and
challenge your own performance to
improve.

You reflect on your own and
others’ practices.
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identify your development
needs.

Integrity

Respect

You know your own values
and goals and align these
with those of the school.

You are honest
and transparent in your
interactions with pupils and
colleagues.

You voice ethical concerns.

You have the respect of
pupils and staff because your
actions are consistent.

You have the respect of
pupils and staff because your
actions are consistent with
your values.

You keep promises and are
honest with others.

You appropriately express
your own thoughts and
opinions when faced with an
issue.

You lead with a clear sense of
moral purpose.

You seek feedback to improve
your performance.
You understand how best to
approach difficult or sensitive
issues.
You act on values even when it is
not easy to do so.
You speak out about unethical or
unprincipled practices with the
best interests of pupils or the
school in mind.
You openly admit your own
mistakes and communicate
lessons learned.

You strike a balance between
confidence in your own ability and
humility.
You present well and have presence.
You appropriately challenge senior
colleagues to act in accordance with
your own and the school's values.

You have the respect of
stakeholders because your actions
are consistent with your own values
and the values of the school.
You make tough decisions in the
interests of the school.

You respect the rights, views,
beliefs and faiths of pupils,
colleagues and stakeholders.
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Appendix 3.4

Self Review Teacher
TEACHER - MAINSCALE
Teachers make the education of their pupils their first concern, and are accountable for achieving the
highest possible standards in work and conduct. Teachers act with honesty and integrity; have strong
subject knowledge, keep their knowledge and skills as teachers up-to-date and are self-critical; forge
positive professional relationships; and work with parents in the best interests of their pupils.
Key:
1

Emerging

2

Effective

3

Highly Effective

4

Exceptional

Part One: Teaching
Set high expectations which inspire, motivate and challenge pupils
• establish a safe and stimulating environment for pupils, rooted in mutual
respect
• set goals that stretch and challenge pupils of all backgrounds, abilities and
dispositions
• demonstrate consistently the positive attitudes, values and behaviour which
are expected of pupils.
Promote good progress and outcomes by pupils
• be accountable for pupils’ attainment, progress and outcomes
• be aware of pupils’ capabilities and their prior knowledge, and plan teaching
to build on these
• guide pupils to reflect on the progress they have made and their emerging
needs
• demonstrate knowledge and understanding of how pupils learn and how this
impacts on teaching
• encourage pupils to take a responsible and conscientious attitude to their
own work and study.
Demonstrate good subject and curriculum knowledge
• have a secure knowledge of the relevant subject(s) and curriculum areas,
foster and maintain pupils’ interest in the subject, and address
misunderstandings
• demonstrate a critical understanding of developments in the subject and
curriculum areas, and promote the value of scholarship
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•
•
•

demonstrate an understanding of and take responsibility for promoting high
standards of literacy, articulacy and the correct use of standard English,
whatever the teacher’s specialist subject
demonstrate a clear understanding of systematic synthetic phonics
demonstrate a clear understanding of appropriate teaching strategies.

Plan and teach well structured lessons
• impart knowledge and develop understanding through effective use of
lesson time
• promote a love of learning and children’s intellectual curiosity
• plan out-of-class activities to consolidate and extend the knowledge and
understanding pupils have acquired
• reflect systematically on the effectiveness of lessons and approaches to
teaching
• contribute to the design and provision of an engaging curriculum
Adapt teaching to respond to the strengths and needs of all pupils
• know when and how to differentiate appropriately, using approaches which
enable pupils to be taught effectively
• have a secure understanding of how a range of factors can inhibit pupils’
ability to learn, and how best to overcome these
• demonstrate an awareness of the physical, social and intellectual
development of children, and know how to adapt teaching to support pupils’
education at different stages of development
• have a clear understanding of the needs of all pupils, including those with
special educational needs; those of high ability; those with English as an
additional language; those with disabilities; and be able to use and evaluate
distinctive teaching approaches to engage and support them.
Make accurate and productive use of assessment
• know and understand how to assess the relevant subject and curriculum
areas, including statutory assessment requirements
• make use of formative and summative assessment to secure pupils’ progress
• use relevant data to monitor progress, set targets, and plan subsequent
lessons
• give pupils regular feedback, both orally and through accurate marking, and
encourage pupils to respond to the feedback.
Manage behaviour effectively to ensure a good and safe learning environment
• have clear rules and routines for behaviour in classrooms, and take
responsibility for promoting good and courteous behaviour both in
classrooms and around the school, in accordance with the school’s behaviour
policy
• have high expectations of behaviour, and establish a framework for discipline
with a range of strategies, using praise, sanctions and rewards consistently
and fairly
• manage classes effectively, using approaches which are appropriate to
pupils’ needs in order to involve and motivate them
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•

maintain good relationships with pupils, exercise appropriate authority, and
act decisively when necessary.

Fulfil wider professional responsibilities
• make a positive contribution to the wider life and ethos of the school
• develop effective professional relationships with colleagues, knowing how
and when to draw on advice and specialist support
• deploy support staff effectively
• take responsibility for improving teaching through appropriate professional
development, responding to advice and feedback from colleagues
• communicate effectively with parents with regard to pupils’ achievements
and well-being.

Part Two: Personal and Professional Conduct
Teachers uphold public trust in the profession and maintain high standards of ethics
and behaviour, within and outside school, by:
• treating pupils with dignity, building relationships rooted in mutual respect,
and at all times observing proper boundaries appropriate to a teacher’s
professional position
• having regard for the need to safeguard pupils’ well-being, in accordance
with statutory provisions
• showing tolerance of and respect for the rights of others
• not undermining fundamental British values, including democracy, the rule
of law, individual liberty and mutual respect, and tolerance of those with
different faiths and beliefs
• ensuring that personal beliefs are not expressed in ways which exploit pupils’
vulnerability or might lead them to break the law.
Teachers must have proper and professional regard for the ethos, policies and
practices of the school in which they teach, and maintain high standards in their own
attendance and punctuality.
Teachers must have an understanding of, and always act within, the statutory
frameworks which set out their professional duties and responsibilities.
What aspects of your role do you particularly enjoy or feel you have strength in?

Are there any aspects of your role that you find particularly challenging and require extra support in?
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Staff member:

Date:
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SELF REVIEW TEACHER UPS
TEACHER - UPS
Teachers make the education of their pupils their first concern, and are accountable for achieving the
highest possible standards in work and conduct. Teachers act with honesty and integrity; have strong
subject knowledge, keep their knowledge and skills as teachers up-to-date and are self-critical; forge
positive professional relationships; and work with parents in the best interests of their pupils.
Key:
1

Emerging

2

Effective

3

Highly Effective

4

Exceptional

Part One: Teaching
Set high expectations which inspire, motivate and challenge pupils
• establish a safe and stimulating environment for pupils, rooted in mutual
respect
• set goals that stretch and challenge pupils of all backgrounds, abilities and
dispositions
• demonstrate consistently the positive attitudes, values and behaviour which
are expected of pupils.
Promote good progress and outcomes by pupils
• be accountable for pupils’ attainment, progress and outcomes
• be aware of pupils’ capabilities and their prior knowledge, and plan teaching
to build on these
• guide pupils to reflect on the progress they have made and their emerging
needs
• demonstrate knowledge and understanding of how pupils learn and how this
impacts on teaching
• encourage pupils to take a responsible and conscientious attitude to their
own work and study.

Demonstrate good subject and curriculum knowledge
• have a secure knowledge of the relevant subject(s) and curriculum areas,
foster and maintain pupils’ interest in the subject, and address
misunderstandings
• demonstrate a critical understanding of developments in the subject and
curriculum areas, and promote the value of scholarship
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•
•
•

demonstrate an understanding of and take responsibility for promoting high
standards of literacy, articulacy and the correct use of standard English,
whatever the teacher’s specialist subject
demonstrate a clear understanding of systematic synthetic phonics
demonstrate a clear understanding of appropriate teaching strategies.

Plan and teach well structured lessons
• impart knowledge and develop understanding through effective use of
lesson time
• promote a love of learning and children’s intellectual curiosity
• plan out-of-class activities to consolidate and extend the knowledge and
understanding pupils have acquired
• reflect systematically on the effectiveness of lessons and approaches to
teaching
• contribute to the design and provision of an engaging curriculum
Adapt teaching to respond to the strengths and needs of all pupils
• know when and how to differentiate appropriately, using approaches which
enable pupils to be taught effectively
• have a secure understanding of how a range of factors can inhibit pupils’
ability to learn, and how best to overcome these
• demonstrate an awareness of the physical, social and intellectual
development of children, and know how to adapt teaching to support pupils’
education at different stages of development
• have a clear understanding of the needs of all pupils, including those with
special educational needs; those of high ability; those with English as an
additional language; those with disabilities; and be able to use and evaluate
distinctive teaching approaches to engage and support them.
Make accurate and productive use of assessment
• know and understand how to assess the relevant subject and curriculum
areas, including statutory assessment requirements
• make use of formative and summative assessment to secure pupils’ progress
• use relevant data to monitor progress, set targets, and plan subsequent
lessons
• give pupils regular feedback, both orally and through accurate marking, and
encourage pupils to respond to the feedback.
Manage behaviour effectively to ensure a good and safe learning environment
• have clear rules and routines for behaviour in classrooms, and take
responsibility for promoting good and courteous behaviour both in
classrooms and around the school, in accordance with the school’s behaviour
policy
• have high expectations of behaviour, and establish a framework for discipline
with a range of strategies, using praise, sanctions and rewards consistently
and fairly
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•
•

manage classes effectively, using approaches which are appropriate to
pupils’ needs in order to involve and motivate them
maintain good relationships with pupils, exercise appropriate authority, and
act decisively when necessary.

Fulfil wider professional responsibilities
• make a positive contribution to the wider life and ethos of the school
• develop effective professional relationships with colleagues, knowing how
and when to draw on advice and specialist support
• deploy support staff effectively
• take responsibility for improving teaching through appropriate professional
development, responding to advice and feedback from colleagues
• communicate effectively with parents with regard to pupils’ achievements
and well-being.

Part Two: Personal and Professional Conduct
Teachers uphold public trust in the profession and maintain high standards of ethics
and behaviour, within and outside school, by:
• treating pupils with dignity, building relationships rooted in mutual respect,
and at all times observing proper boundaries appropriate to a teacher’s
professional position
• having regard for the need to safeguard pupils’ well-being, in accordance
with statutory provisions
• showing tolerance of and respect for the rights of others
• not undermining fundamental British values, including democracy, the rule
of law, individual liberty and mutual respect, and tolerance of those with
different faiths and beliefs
• ensuring that personal beliefs are not expressed in ways which exploit pupils’
vulnerability or might lead them to break the law.
Teachers must have proper and professional regard for the ethos, policies and
practices of the school in which they teach, and maintain high standards in their own
attendance and punctuality.
Teachers must have an understanding of, and always act within, the statutory
frameworks which set out their professional duties and responsibilities.

Post Threshold Standards:
Contribute significantly, where appropriate, to implementing workplace policies and
practice and to promoting collective responsibility for their implementation.

71
Contents

Have an extensive knowledge and understanding of how to use and adapt a range of
teaching, learning and behaviour management strategies, including how to
personalise learning to provide opportunities for all learners to achieve their
potential.
Have an extensive knowledge and well-informed understanding of the assessment
requirements and arrangements for the subjects/curriculum areas they teach,
including those related to public examinations and qualifications.
Have up to date knowledge and understanding of the different types of qualifications
and specifications and their suitability for meeting learners’ needs.

Have a more developed knowledge and understanding of their subjects/curriculum
areas and related pedagogy including how learning progresses with them.

Have sufficient depth of knowledge and experience to be able to give advice on the
development and well being of children and young people

Be flexible, creative and adept at designing learning sequences within lessons and
across lessons that are effective and consistently well matched to learning objectives
and the needs of the learners and which integrate recent developments, including
those relating to subject/curriculum knowledge.
Have teaching skills, which lead to learners achieving well relative to their prior
attainment, making progress as good as, or better than, similar learners nationally.

Promote collaboration and work effectively as a team member.

Contribute to the professional development of colleagues through coaching and
mentoring, demonstrating effective practice, and providing advice and feedback.
What aspects of your role do you particularly enjoy or feel you have strength in?

Are there any aspects of your role that you find particularly challenging and require extra support in?

Staff member:

Date:
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Appendix 3.5

SELF REVIEW
PATHWAY LEAD

Name

Date

Coach

Collaboration

Commitment

The Diagnostic Tool describes a range of behaviours and a widening sphere of leadership experience and opportunity. Think not just about
what you do but how you do it. Think about any examples you can use to illustrate your choices. Highlight the criteria that best describes your
leadership and use the column at the end to make notes showing how you can demonstrate this.
Emerging

Effective

Highly Effective

Exceptional

You commit to improving school
learning experience for all pupils
and staff. You build relationships
with pupils and parents/carers to
engage them and others in the
community in supporting pupils’
learning

You work to create an ethos and
culture of high expectations for all
pupils’ aspirations and
achievements. You foster equality
of access and take account of
diversity within the school and the
wider community. You ensure
that the needs, expectations and
performance of pupils are
monitored effectively using
effective systems for assessment
and progress

You seek to understand the power
of world-class teaching to
improve social mobility, wellbeing
and productivity You lead and
participate in professional
development focused on
improving quality of teaching

You remove barriers to learning
and consistently challenge low
expectations in the school and
community. You show a deep
understanding of the issues pupils
and parents face both in and
outside school, including
safeguarding, and take action to
improve these. You ensure
preconditions for learning are met
by ensuring high standards of
attendance, punctuality and
behaviour

You collaborate with others to
share expertise and achieve
common goals. You express
positive attitudes and
expectations of team members

You seek to strengthen a broad
range of relationships with
stakeholders and partners. You
are open to different perspectives
and viewpoints

You work with a range of people
in schools and the wider
community building a culture of
co-operation You create purpose,
clarity and focus on shared goals
and ways of working

You work to build a shared vision
and sense of belonging with
diverse groups to tackle complex
issues You take the lead in
diffusing conflict and ensuring a
beneficial resolution You promote
inter-group harmony regardless of
personal likes or dislikes

Notes/Evidence
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Personal Drive
Resilience
Awareness
Integrity
Honesty

You set personal goals to improve
your effectiveness
You take responsibility for
personal and school performance

You manage your own emotions
well
You are able to respond positively
when managing
uncertainty and adversity.

You set challenging personal goals
and strive to be effective
You regularly measure your own
and school performance against
targets
You account for your own and
school performance to the
governing body or other
stakeholders
You are honest and transparent in
your interactions with all key
stakeholders
You listen to negative feedback
and react appropriately.
You are able to manage and
recover from set-backs.

You are aware of your own
feelings
You recognise your own strengths
as a leader and identify your
development needs

You express your own thoughts
and emotions appropriately
You reflect on your own and
others’ practices

You express your own thoughts
and emotions appropriately

You know your own values and
goals and align these with those
of the school

You are honest

You voice ethical concerns

and transparent in your
interactions with pupils and
colleagues

You appropriately express your
own thoughts and opinions when
faced with an issue

You have the respect of
pupils and staff because your
actions are consistent.
You keep promises and are honest
with others.

You have the respect of
pupils and staff because your
actions are consistent with your
values.

You respect the rights, views,
beliefs and faiths of pupils,
colleagues and stakeholders

You lead with a clear sense of
moral purpose

You take a disciplined approach to
work and demonstrate effective
time management

You adopt a high personal profile
and are clearly visible as a leader
both internally and externally

You are self-motivated and take a
creative, problem-solving
approach to new challenges

You use a range of strategies and
techniques to enhance your own
and others’ effectiveness and
motivate others to achieve results

You remain courageous and
positive.
You stay optimistic in the face of
setbacks.

You remain focused on personal
and organisational values, and
adhere to these, even in difficult,
long-term situations.
You epitomise optimism and
confidence in the face of
challenging situations.
You are resilient, focused and
tenacious when faced with the
demands of the job and
continually challenging
circumstances.
You demonstrate self-control and
challenge your own performance
to improve
You strike a balance between
confidence in your own ability and
humility

You seek out and act on
constructive criticism learning
from it to improve performance.

You continuously seek to
understand your leadership
capabilities and how your
behaviour impacts on others
You seek feedback to improve
your performance
You understand how best to
approach difficult or sensitive
issues
You act on values even when it is
not easy to do so.
You speak out about unethical or
unprincipled practices with the
best interests of pupils or the
school in mind
You openly admit your own
mistakes and communicate
lessons learned.

You present well and have
presence
You appropriately challenge senior
colleagues to act in accordance
with your own and the school's
values.

You have the respect of
stakeholders because your actions
are consistent with your own
values and the values of the
school.
You make tough decisions in the
interests of the school.
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Notes on discussion with coach
•

Area for development

Action

By whom/by when and Impact
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Appendix 3.6

SELF REVIEW
SENIOR LEADER
The Diagnostic Tool describes a range of behaviours and a widening sphere of leadership experience and opportunity. Think not just about
what you do but how you do it. Think about any examples you can use to illustrate your choices. Record your responses on the Self Review form
and reflect on how your behaviour changes during the programme. Use the descriptors to assess your leadership behaviours at the start and
position yourself on the scale of Emerging - Exceptional. Invite a colleague, preferably your line manager, to offer his/her own perspective and
compare responses. The tool is best used as a series of prompts for discussion.
Emerging

Effective Highly

Effective

Exceptional

Commitment

You commit to improving
school learning experience
for all pupils and staff. You
build relationships with
pupils and parents/carers to
engage them and others in
the community in supporting
pupils’ learning

You work to create an ethos
and culture of high
expectations for all pupils’
aspirations and
achievements. You foster
equality of access and take
account of diversity within
the school and the wider
community. You ensure that
the needs, expectations and
performance of pupils are
monitored effectively using
effective systems for
assessment and progress

You seek to understand the
power of world-class teaching to
improve social mobility,
wellbeing and productivity You
lead and participate in
professional development
focused on improving quality of
teaching

You remove barriers to learning and
consistently challenge low
expectations in the school and
community. You show a deep
understanding of the issues pupils
and parents face both in and outside
school, including safeguarding, and
take action to improve these. You
ensure preconditions for learning
are met by ensuring high standards
of attendance, punctuality and
behaviour

Collaboration

You collaborate with others
to share expertise and
achieve common goals. You
express positive attitudes
and expectations of team
members

You seek to strengthen a
broad range of relationships
with stakeholders and
partners. You are open to
different perspectives and
viewpoints

You work with a range of people
in schools and the wider
community building a culture of
co-operation You create purpose,
clarity and focus on shared goals
and ways of working

You work to build a shared vision
and sense of belonging with diverse
groups to tackle complex issues You
take the lead in diffusing conflict
and ensuring a beneficial resolution
You promote inter-group harmony
regardless of personal likes or
dislikes
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Personal
Drive

You set personal goals to
improve your effectiveness
You take responsibility for
personal and school
performance

Resilience

You manage your own
emotions well
You are able to respond
positively when managing
uncertainty and adversity.

Awareness

You are aware of your own
feelings
You recognise your own
strengths as a leader and
identify your development
needs
You express your own
thoughts and emotions
appropriately
You are honest
and transparent in your
interactions with pupils and
colleagues

Integrity

You set challenging personal
goals and strive to be
effective
You regularly measure your
own and school performance
against targets
You account for your own
and school performance to
the governing body or other
stakeholders
You are honest and
transparent in your
interactions with all key
stakeholders
You listen to negative
feedback and react
appropriately.
You are able to manage and
recover from set-backs.

You take a disciplined approach to
work and demonstrate effective
time management
You are self-motivated and take a
creative, problem-solving
approach to new challenges

You adopt a high personal profile
and are clearly visible as a leader
both internally and externally
You use a range of strategies and
techniques to enhance your own and
others’ effectiveness and motivate
others to achieve results

You remain courageous and
positive.
You stay optimistic in the face of
setbacks.
You seek out and act on
constructive criticism learning
from it to improve performance.

You express your own
thoughts and emotions
appropriately
You reflect on your own and
others’ practices
You know your own values
and goals and align these
with those of the school

You continuously seek to
understand your leadership
capabilities and how your
behaviour impacts on others
You seek feedback to improve
your performance
You understand how best to
approach difficult or sensitive
issues
You act on values even when it is
not easy to do so.
You speak out about unethical or
unprincipled practices with the
best interests of pupils or the
school in mind

You remain focused on personal and
organisational values, and adhere to
these, even in difficult, long-term
situations.
You epitomise optimism and
confidence in the face of challenging
situations.
You are resilient, focused and
tenacious when faced with the
demands of the job and continually
challenging
circumstances.
You demonstrate self-control and
challenge your own performance to
improve
You strike a balance between
confidence in your own ability and
humility
You present well and have presence

You voice ethical concerns
You appropriately express
your own thoughts and
opinions when faced with an
issue

You appropriately challenge senior
colleagues to act in accordance with
your own and the school's values.
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Respect

You have the respect of
pupils and staff because your
actions are consistent.
You keep promises and are
honest with others.
You respect the rights, views,
beliefs and faiths of pupils,
colleagues and stakeholders

You have the respect of
pupils and staff because your
actions are consistent with
your values.
You lead with a clear sense of
moral purpose

You openly admit your own
mistakes and communicate
lessons learned.

You have the respect of
stakeholders because your actions
are consistent with your own values
and the values of the school.
You make tough decisions in the
interests of the school.
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Appendix 3.7

SENIOR LEADER DEVELOPMENT PROFILE
NAME:

Date completed

Leadership Behaviour

Line manager

Rating (emerging,
effective, highly
effective, exceptional)

Statements

Review Date

Notes

Actions

By whom/when

Commitment
Collaboration
Personal Drive
Resilience
Awareness
Integrity
Respect

Links to appraisal and CPD

Notes
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Appendix 3.8

ISSUE ACTION IMPACT
STAFF NAME

DATE

Discussion supported by:
Issue

Action

Impact

Timeline
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Appendix 3.9

SWOT ANALYSIS
AREA

DATE

Completed by:

HARMFUL

INTERNAL

HELPFUL

STRENGTH

THREATS

EXTERNAL

OPPORTUNITIES

WEAKNESSES
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Appendix 4.0

Supporting student and staff wellbeing through safeguarding
supervision
Purpose:
Safeguarding supervision provides a safe space for the supervisor and supervisee to explore decisions about specific children, groups
of or issues they are struggling with. The child is always the focus, consequently each discussion should return to how it benefits the
child/ren and keeps them safe in education.
Working Together to Safeguard Children (2018) chapter 2, outlines what organisational responsibilities are under Section 11
of the Children’s Act 2004.
‘a designated practitioner (or, for health commissioning and health provider organisations/agencies, designated and named
practitioners) for child safeguarding. Their role is to support other practitioners in their organisations and agencies to recognise the
needs of children, including protection from possible abuse or neglect. Designated practitioner roles should always be explicitly
defined in job descriptions. Practitioners should be given sufficient time, funding, supervision and support to fulfil their child welfare
and safeguarding responsibilities effectively’

What it looks like /Process:
Experience- the
story of what has
happened

Do-

Feelingsreflection

action

Understandinganalysis

Models used at Brackenfield, through both planned and informal supervision:
• 121 supervision
• group supervision
• case supervision structure
Appendix• 4.1drop ins

SAFEGUARDING SUPERVISION
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SUPERVSION CONTRACT
During the first session when the contract is agreed and signed off there should be some room for negotiation and
compromise to enable the supervisee to feel they are part of the contract as opposed to having it imposed.
Safeguarding supervision contract agreement
Supervisee

Name:

Signature:

Supervisor

Name:

Signature

Date of first contract
Date of review
Supervision agreement

Consider:
•
•
•
•
•
•
•
•
•
•
•

Frequency, location and recording of supervision
What is, and what is not, negotiable
How feedback will be given
Confidentiality
How the contract will be reviewed
What is acceptable in terms of cancelling the supervision
What in the working day supervision should take place
How issues outside supervision could be dealt with
How you might deal with conflict/disagreement
How the supervisee will prepare for the supervision
How the supervisor will prepare for the supervision

(adapted from Morrison 2005)
SUPERVISON AGENDA
Elements to consider in the agenda: review of previous supervisions actions, role issues, team issues, CPD, any other
business, next supervision.
RESPONSIBILITIES FOR SUPERVISORY RELATIONSHIP (SUGGESTED)
•
•
CHRONOLOGY

Date(s) Incident/event/report relevant
to the child’s welfare
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Action taken and
by whom

Full record
location

Agreed response
to child

CASE TOOL

Staff name

Issue

Case/Issue questions
What is working well?

What factors are keeping the child/ren safe?

What are you concerned about?

If nothing changes, what risk factors could there be?

What might it look like when it’s working?

How might you plan for improvement of their safety?

Analysis and decision

84

Date

Review Date

MANAGEMENT OF SICKNESS ABSENCE
PROCEDURES & GUIDANCE
DERBYSHIRE COUNTY COUNCIL POLICY

TR ISH TURNER

Contents:
Short-term Absence Procedure
Long-term Sickness Procedure
Long-term Absence with Sickness Procedure
Dismissal Procedures
Advice, Guidance & Information for Managers
Appendix 1 - Causes of Absence
Appendix 2 – Forms & Letters
Appendix 3 – Sickness Entitlement
Appendix 4 – Guidelines on Phased Returns to work

Preface
Before adoption of these procedures Governing Bodies need to consider the Staffing Regulations 2003
(http://www.opsi.gov.uk/si/si2003/20031963.htm), which provide for initial dismissal decisions normally to be
made by Headteachers. In rare cases the application of the Absence Control Procedures can result in the
consideration of an employee’s dismissal, therefore it needs to be determined at what level such decisions will
be made. Having consulted the regulations and made a decision as a Governing Body on the level of delegation
to be given to the Headteacher on questions of recruitment and dismissal, this needs to be minuted.
The dismissal procedure in Section 5 provides for the delegation of initial decisions to the Headteacher or for
this to be retained by Governors. In many schools it will be the Headteacher who conducts the absence control
procedures with staff, particularly for smaller schools, in which case the Governing Body will find it more
appropriate not to delegate the decision to dismiss.
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Short-Term Intermittent Sickness / Absence Procedure
Introduction
This policy and procedures associated apply to all staff at the school employed through the Governing Body.
The aim of this procedure is to provide the Authority/School with a fair and consistent means of dealing with
employees identified, as having a sickness or absence problem through appropriate three monthly monitoring
reports. At all times appropriate Managers will need to ensure that all matters referred to in this procedure are
handled sensitively and held confidential. The School Business Assistant for HR tracks and monitors absences
and informs the Headteacher’s PA on a monthly basis – see Business Services Handbook for more information.
The Authority/School is fully committed to the health and welfare of all employees and it is not the intention of
this procedure to deter those who are genuinely sick from taking appropriate sick leave. Management has a
responsibility for the health and welfare of their employees while at work. After any absence on approach from
the manager, to ascertain recovery and explore any follow-up action, presents an informal opportunity to
exercise interest in the welfare of employees.
Three Monthly monitoring reports will identify those employees with a level of absence which needs to be
addressed.
Formula for Determining Absence Level Points Score
N = Number of days absent
T = The number of separate incidences of absence (times)
The suggested trigger for initiating Absence Control Procedure is 35 points.
A score is reached by N x T = in a 12 month rolling period
E.g .
Absences of 4 days, 2 days, 1 day

Therefore no absence monitoring interview
unless there are other contextual reasons

Number of days = 7
Number of incidences = 3
7 x 3 = 21
Absences of 4 days, 4 days, 4 days, 4 days

Absence monitoring interview triggered

Number of days = 16
Number of incidences = 4
16 x 4 = 64
Absences of 1 day, 1 day, 1 day, 1 day, 1 day, 1 day
Number of days = 6
Number of incidences = 6
6 x 6 = 36
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Absence monitoring interview triggered

Absences of 1 day, 2 days, 7 days
Number of days = 10
Number of incidences = 3

No interview triggered, unless there are
contextual reasons for meeting

10 x 3 = 30
It is not intended that a points total of less than 35 should be taken as indicating that an employee’s level of
absence is wholly satisfactory. The score of 35 is intended to be used as a guide and attaining a lower score may
still mean there is room for further reduction of absence, depending on the causes and context.
These absences will not normally include absences granted through the Leave of Absence Policy, but managers
should be aware of the impact of a combination of both categories of absence. It is important that absences
are correctly coded to ensure absences are dealt with appropriately.
Those employees identified by the three monthly report will be interviewed by the appropriate Manager.
Employees will have the opportunity for a trade union representative, friend or colleague to be in attendance
at all interviews.
The purpose of the interview may include and will be limited to:(a)

discussing the individual's absence record;

(b)

clarifying the reason for the periods of absence, and ascertaining whether or not there are related
reasons e.g. domestic problems, demands of the post, etc. The following courses of action may be
considered:(i) inform the employee that no further measures will be implemented as the manager is satisfied with
the explanation of the necessary for the absence;
(ii) inform the employee that his/her absence may be monitored for the next three months;
(iii) requiring, for a period of three months, the production of a NHS medical certificate from the first day
of each period of sickness absence. (Costs incurred will be reimbursed in full by the school).
(iv) dependent upon the circumstances consideration should also be given to referring the employee to
the County Council's Occupational Health Physician or Welfare Service.

If there has been no significant improvement following the three monthly review, as soon as practically possible,
a further counselling interview should be arranged. Detailed guidance on the conduct counselling interview is
provided in the Advice and Guidance Section.
Where relevant the purpose of this further interview will be to:
(1)

discuss with the employee his/her absence record;

(2)

ascertain what steps the employee has taken to improve his/her attendance;
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(3)

consider current available medical and welfare information. If the employee's absence record suggests
that a report from the Occupational Health Physician or Welfare Officer is warranted, suspend the
interview and refer the employee. Where an employee refuses to undergo further medical examination
he/she should be advised that a decision may be taken on the information already available;

(4)

reinforce the expectation regarding attendance at work and the operational effects of the absence.

(5)

At this stage management is required to make a decision on the basis of the above:(a)

whether there is a genuine ill-health reason for the absences or whether this constitutes
incapability at this stage (including whether adjustments under Disability Discrimination Act
(DDA) should be made); or

(b)

whether the possibility of redeployment (in school) should be considered

(c)

whether the absences are not genuine and disciplinary action may be appropriate;

(d)

if none of the above are clear, consideration should be given to a further review period.

After the second review period the employee will transfer to Step 3 of the procedure for dealing with Long-term
Absence, and
In dealing with matters referred to in this procedure, appropriate Managers should refer as necessary to the
Advice, Guidance and Information for Managers/Governors section of this document. If there are any queries
about the application of this procedure please contact the Children and Younger Adults Department HR Service.
The Leave of Absence Policy outlines the circumstances in which leave of absence, with and without pay, may
be granted to all employees.
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LONG-TERM ABSENCE WITH SICKNESS
Introduction and Considerations
Employees are sometimes off work for significant periods of time due to ill health. The procedures outlined in
the Absence Control Management Guidelines and this Appendix are intended to enable a school to address
these situations in a supportive way while recognising they cannot be prolonged indefinitely. Following a period
of support and review the Governors may feel they wish to consider dismissing an employee on the grounds of
ill-health capability. There may be a number of reasons for this, including the need to attract a permanent
replacement and minimise ongoing disruption to classes. While there are no specific rules about the length of
time that should elapse before Governors consider dismissal on the grounds of ill-health capability, the key
consideration is whether, in the circumstances, the Governors could reasonably be expected to wait any longer.
Governors should note they do not have to wait until any sick pay entitlement has been exhausted, to consider
dismissal. It must also be emphasised that dismissal is not obligatory once any sick pay entitlement has been
exhausted. In any case the Absence Control Management Guidelines indicate that dismissal on grounds of illhealth, following a long-term absence would only take place before the expiry of sick pay where there is a clear
diagnosis that sufficient improvement for a sustained return to work will not occur within the foreseeable
future. Paid sickness leave is intended to provide for a period of recovery.
Governors need to be aware that when dealing with possible problems relating to absence due to the ill-health
of an employee they must have regard to their obligations under the Disability and Discrimination Act of 1995
and 2005. The Acts place a duty on LAs and Governing Bodies not to discriminate against current employees on
grounds of disability. To enable a disabled person to do their job, Governing Bodies may have to make
reasonable adjustments to employment arrangements on their premises. The definition of disability under the
Acts includes people with progressive conditions such as cancer, multiple sclerosis and HIV infection. All of
these could lead to long-term absence on the part of staff. Governing Bodies may have to make reasonable
adjustments to their employment arrangements or premises if substantial disadvantage to a disabled person
exists. Governors can seek advice from the CAYA HR Service. Guidance on managing disability in schools and
promoting disability equality is available on teachernet.
(http://www.teachernet.gov.uk/wholeschool/disability/disabilityandthedda/).
Dismissal on any grounds will have a significant effect on the individual concerned, not least of which is potential
future employment in a similar capacity. It is therefore important that all options are explored and governors
give serious consideration as to the appropriateness and consequences of their actions relating to long-term
sickness. Advice should be sought from the Strategic Director for Children and Younger Adults, or
representative, in all cases. Governors should be aware that individual employees may take their cases to
Employment Tribunal and where the advice of the Strategic Director Children and Younger Adults has not been
sought or followed, the Authority may not be able to support a Governing Body. In such circumstances, any
costs agreed by the Tribunal may fall to the individual school.
All employees may wish to be represented by a Trade Union or Professional Association representative, or
friend, at any or all stages of the procedure. Employees should be advised to contact their representative and
be made aware of their right of representation, should dismissal be a consideration.
There are several factors Governors must take into account when considering whether dismissal on grounds of
ill-health capability is appropriate. These include:90

a)

The nature, length and effect of the illness or disability.

b)

The employee’s past and likely future length of service with the organisation.

c)

The importance of the job and the feasibility of employing a temporary replacement.

d)

The effect continued absence or illness is having or might have on pupils’ education and attainment and
the effect on other employees.

e)

The general effect on the organisation.

f)

Whether sick pay is being provided, although it would be unfair to dismiss only because the sick pay
entitlement has expired.

Governors must also ensure that there has been:
i)

A fair review by the employer of the employee’s attendance record, prognosis and potential return to
duties.

ii)

An opportunity for the employee to make representations.

iii)

Appropriate warnings of potential outcomes, including dismissal on grounds of ill-health capability, if
there have been no significant changes in circumstances or the situation.

Governors should be aware that ACAS recommends that employers give careful consideration to the following
factors, especially as they may have to satisfy an employment tribunal as to the fairness of their decision:
1.

The extent to which the school has been disrupted organisationally, educationally and financially by the
long-term absence. Whether there is an immediate crisis or whether the school could continue for some
time without a replacement, with temporary staff or some re-organisation,

2.

The opinion of the employee's general practitioner and the Authority’s Occupational Health Physician,
as to if and when a return to work may be possible or probable and whether a full recovery is likely, or a
return to the same work is inadvisable or impracticable.

3.

Whether or not the employee could return if some assistance were provided.

4.

Whether re-organisation or redefinition of duties would achieve an earlier return to work.

5.

Whether alternative, reduced duties or less stressful work is available, with re-training if necessary.

6.

Could rearrangement of duties within the staffing establishment produce a more suitable job?

7.

The length of time the member of staff has been employed by the Authority

8.

Is early retirement, perhaps with an enhanced pension or an ex-gratia payment available and been
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considered by the Governors and employee? In the case of teachers, whether an application has been
submitted and decided by the Teachers’ Pension Agency.
9.

Have all possibilities been discussed with the employee and his or her representative?

Ofsted Inspections occasionally identify a school as requiring Special Measures or serve them with a Notice to
Improve. Also, the Local Authority may have concerns about a school. In these circumstances particular regard
will be given to the impact absences have on the Governors’ and Local Authority’s strategy for improving
standards at the school. If the continued absence of an employee is potentially impairing the ability of the
Governing Body and the Local Authority to remove the school from the Causing Concern category, the priority
given to any effect on pupils’ education and on other employers, over other factors, is likely to be increased.
It is important that appropriate documentation is kept at all stages of the procedure, particularly the agreed
outcomes of all meetings. The agreed outcomes of all review meetings will be communicated, in writing, to the
employee as soon as practicable after the review meeting.

Long-term Sickness Absence and Persistent Short-term Intermittent
Sickness Absence
It is implicit within these procedures that the Governing Body will, in consultation and cooperation with the LA,
do all it can to support any member of staff who is absent due to ill health.
Persistent Intermittent Sickness Absence
Where the process for addressing short-term intermittent absences has been applied to a member of staff for
two review periods there will be a transfer to Step 3 of the procedure, which is also utilised for addressing longterm absence.
This will follow consideration of the appropriateness of the other options detailed in the procedure for
addressing short-term intermittent absences and determining that they are inappropriate or have not resulted
in sufficient improvement in attendance. (As detailed in the Advice, Guidance and Information Section).
The minimum period between the step meetings will be 2 months, instead of the one month for long-term
absence, and the priority of each meeting will be to identify and initiate practical steps to support the
employee’s sustained attendance and to set expectations for improvement.
If, therefore, the relevant level of improvement in attendance is not met, and this is not the result of particular
extenuating circumstances, then the procedure will move to the next step.
Long-term Absence Procedure
Also the Governing Body will take, as far as is practicable, reasonable measures to assist a return to work at the
earliest opportunity. In this respect progress from one step to the next is not seen as automatic. The first
priority of each step is to agree an expected date for return and an appropriate work schedule. The Governing
Body will, however, also be mindful of its responsibilities and obligations to pupils and other staff as well as its
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duty to ensure the effective and efficient management of the school. If, therefore, an expected date for return
and appropriate work schedule is not agreed the procedure will move to the next step.

STEP 1
Absence of 1 month identified:
(Refer to Absence
➔
Control
• Informal contact with employee.
Guidelines)
• Assessment of situation.
• If work related issues may be contributing to absence
early meeting to discuss may be appropriate.
• If employee may be suffering from stress or mental
health condition early referral to Employee Welfare
Service should be considered.

Agree expected date for return
and appropriate work schedule.
No further action
circumstances change.

unless

If an expected date of return is not agreed or met:
Agree further assessment in one month.

STEP 2
(Refer to Absence
Control Guidelines)


First Review Period

Absence of 2 months:
•
•

Informal contact with employee.
Assessment of situation.

➔

Agree expected date for return
and appropriate work schedule.
No further action
circumstances change.

If an expected date of return is not agreed or met:
•
•

Agree further assessment in one month.
Other agreed action may include:
i)
Referral to Employee Welfare
Service.
ii) Possible referral for In-Service
Medical Examination.


Second Review Period

Any transfer from short-term intermittent absence will take place at this step.
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unless

STEP 3
Continued absence of at least 3 months, OR transfer
(Refer to Absence from short-term intermittent absence procedure:
➔
Control Guidelines)
• First formal meeting of the Headteacher or relevant
SLT member with the employee and/or their
representative, to discuss contents of medical
and/or other reports. A representative of the
Governing Body and/or the LA may also be invited.
• Assessment of situation.
> If an expected date of return is not agreed or met
(for
those
with
continuous
absence),
OR
> where pattern of persistent intermittent absence
has not sufficiently improved:
• Agree further assessment in at least one month
or other appropriate time (2 months for
intermittent absence).
• Other agreed action may include:
i) Agree appropriate programme of support for
timetabled improvement and anticipated
return
to
work,
or for sustaining of attendance,
set target level of attendance to be
achieved.
ii) If appropriate, suspend from duties pending
full medical clearance.
iii) Arrange a further employee welfare service
contact/visit and/or medical reports
(Occupational Health Physician and General
Practitioner).
iv) Consideration of ill health retirement.
Letter warning that failure to attain/maintain the
required level of attendance may lead to
consideration by the Headteacher/Governing Body of
whether the employee’s continued employment at
the school can be sustained.

Third Review Period
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Agree expected date for return
and appropriate work schedule.
No further action unless
circumstances change.

STEP 4

Continued Absence at least one month since step 3
meeting, OR for persistent intermittent absence,
minimum 2 months since Step 3 meeting.
•

•

>
>

Second formal meeting of the Headteacher or
relevant SLT member with employee, and/or their
representative, and a representative of the LA. A
representative of the Governing Body may also be
invited.
Assessment of situation.

➔

Agreed expected date for return
and appropriate work schedule.
No further action
circumstances change.

unless

If an expected date of return is not agreed or met
(for long-term continuous absence) OR
where pattern of intermittent absence has not
sufficiently improved:
• Agree further assessment in at least one month
(2 months for intermittent absences) or
• Other agreed action may include:
i) Agree appropriate programme of support
for
timetabled
improvement
and
anticipated
return
to
work,
or, for sustaining of attendance,
set target level of attendance to be
achieved.
ii) If appropriate, suspend from duties pending
full medical clearance.
iii) Arrange a further employee welfare service
contact/visit and/or medical reports
(Occupational Health Physician and General
Practitioner)
iv) Consideration of ill health retirement.
v) Issue formal warning letter.


Fourth Review Period

STEP 5

95

➔
Continued absence of at least one month since step 4 meeting,
OR
where a pattern of persistent intermittent absence has not sufficiently
improved, a minimum of 2 months since Step 4 meeting.
• Further formal meeting* of the Headteacher or relevant SLT member with
employee, and/or their representative, and a representative of the LA. A
representative of the Governing Body may also be invited.
• Assessment of situation.

Agree expected date
for return and
appropriate work
schedule
No further action
unless circumstances
change.

> If an expected date of return is not agreed or met (for long-term
continuous absence)
OR
> where pattern of intermittent absence has not significantly improved:
• Agree further assessment in at least one month (2 months for
intermittent absences) or other appropriate time.
• Other agreed action may include:
i)Agree appropriate programme of support for timetabled
improvement
and
anticipated
return
to
work
or for sustaining of attendance,
set target level of attendance to be achieved.
ii) If appropriate, suspend from duties pending full medical clearance.
iii) Arrange a further employee welfare service contact/visit and/or
medical reports (Occupational Health Physician and General
Practitioner).
iv) Consideration of ill health retirement.
v) Issue formal warning letter.
*If a formal warning was issued at the previous review this may be a final
formal meeting of the Headteacher with the employee, their representative,
and representative of the LA. A representative of the Governing Body may
also be invited. In these circumstances if the absence continues, or an
acceptable level of attendance is not maintained (intermittent absence
cases), a further assessment period may not be set and the employee may
be issued with a further (final) warning letter.
They may be informed that the situation may be referred
a) to the Headteacher, where an SLT member has conducted the procedure
to date.
b) To the Governing Body, where the Headteacher has conducted the
procedure.

STEP 6


Fifth Review Period

a) Where a member of the Senior Leadership team, other than the
Headteacher, has been conducting the procedure to this point the SLT
member will arrange a minuted meeting with the Headteacher and
formally ask for a decision on the options (i) or (ii) below.
b) Where the Headteacher has conducted the application of the procedure
so far he/she will consult with the Governing Body to determine option
(i) or (ii).
Please see here for advice on the conduct of the consultation
a) by the SLT member with the Headteacher, or
b) by the Headteacher with the Governing Body.
The options to consider are:
i) Further Review period. (Repeat Step 5).
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.

ii) Potential dismissal on grounds of Ill Health Capability.
Advice should be sought from the Strategic Director, Children and Younger
Adults Department or representative as to the appropriate course of action
in the circumstances in all cases.
If the employee is an accredited TU Representative it is necessary to discuss/inform the full-time district or area official
before action is taken.

5. Dismissal Procedures
Where the case is referred for consideration of potential dismissal an agreed dismissal, procedure will be
followed and will include:
1.

Delegation of the responsibility for hearing the case to:(a) the Headteacher to make the initial decision, if the procedure so far has been conducted by another
SLT member. It is advised that even where the Governing Body has decided the Headteacher will
make this decision at least one Governor is included in the process, if dismissal is a likely outcome,
as allowed by the Staffing Regulations 2003
http://www.uk-legislation.hmso.gov.uk/si/si2003/20031963.htm.
(b) a Governors’ Committee, where the Headteacher has conducted the procedure to this point. The
Committee should not include any governor who has been involved in any previous stage of the
procedure.
o
o
o
o
o
o
o
o
o

At least ten working days’ notice will be given for the hearing and documentary evidence will be
provided at that time, or at least five working days before the hearing.
The Headteacher/SLT member or nominated representative will present the case.
The employee and their representative will have the opportunity to ask questions. The
Headteacher/Committee will have the opportunity to ask questions.
The employee and/or representative will present their response.
The SLT member/Headteacher or nominated representative will have the opportunity to ask questions.
The Headteacher/Committee will have the opportunity to ask questions.
The SLT member/Headteacher or nominated representative will sum up.
The employee and/or representative will sum up.
The person presenting the case, the employee and representative will withdraw.
The Headteacher/Committee will consider all the evidence and decide the outcome. The options will
be:

i)
A further review period with any appropriate warning (repeat stage 5)
ii)
Dismissal.
The outcome of the hearing and their right of appeal will be communicated to the employee within
twenty four hours.
2.

The Right of Appeal to remaining Governors.
The appeal will be heard by governors who were not members of the Governors’ Committee and who
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have not been involved in any previous stages of the procedure. At least five working days’ notice, or by
mutual agreement, will be given for the appeal and all documentary evidence will be provided at that
time. The employee must lodge an appeal within ten working days of receiving written notice of the
outcome of the initial hearing and detail the grounds of the appeal.
The Governors will consider all the evidence and decide the outcome of the appeal. The options will be:
i)

To uphold the appeal and advise on a further review period with any appropriate warning.

ii)

Not to uphold the appeal and uphold the decision to dismiss the employee.

The decision of the appeal to governors will be final and communicated in writing to the employee within
twenty-four hours.
If the decision is not to uphold the appeal, and agreed that the employee be dismissed, the governors
will inform the LA within twenty-four hours.
3.

An appropriate notice period.
The LA will dismiss the employee on the grounds of Ill-Health Capability, with an appropriate notice
period, within 14 days.

The advice of the Strategic Director Children and Younger Adults or representative will be provided at all
stages of the dismissal procedure.

Guidance for Headteacher on Consultation with the Governing Body and the Dismissal Procedure
In supporting the Headteacher the HR Officer will provide:
•
•
•
•

All standard letters required
Draft timetable (example here)
Documentary evidence –advice on Statement of Case plus notes of the formal meetings, medical reports
and timeline of events
Support to the Headteacher in presenting the case.

In addition another member of CAYA HR team will be present to represent the Strategic Director, at both the
hearing and appeal, to advise the Headteacher/Governors.
All hearings held as part of this process should be minuted. Governors need to make arrangements for a
suitable person to be available to clerk these hearings.
Consultation with the Governing Body
a)

The consultation with the Headteacher by the SLT member must be at a formal minuted meeting.

b)

The consultation with Governors needs to take place at a full meeting of the Governing Body.
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The Headteacher/Governing Body should be informed by the SLT member/Headteacher of no more information
than:
•
•
•

An employee (the person should normally remain anonymous) has been absent since DATE due to illness.
Step 5 of the Procedure for Dealing with Long-term Sickness and Ill-Health Capability has been reached
without a date for a return to work being identified and appropriate warnings have been issued.
The employee has received support from the Welfare Service as outlined in the procedure and reports from
the Occupational Health Department obtained.

The options for the Headteacher/Governing Body to consider are:
•
•

Refer back for a further review period. Repeat Step 5.
Referral for consideration of potential dismissal on grounds of Ill-health Capability.

The SLT member/Headteacher should clarify that in referring the case to the Governing Body for a decision,
their view is that there is no indication resolution to the absence will be reached in the predictable future and
the impact of the absences on the functions of the organisation is of significant detriment.
If the decision taken is potential dismissal, either :a) the SLT member will prepare the case to be determined initially by the Headteacher or
b) the Headteacher will present the case and the responsibility will be delegated to a Governors’
Committee. The Committee should not include any governor involved in a previous stage of the
procedure (other than attendance at the full Governors’ Meeting).
Please ensure that nominated Governors are available for the Hearing, as specified on the timetable.
Ill-Health Capability/Dismissal Hearing – Headteacher or Governors’ Committee
Where this is heard by a Governors’ Committee, the Chair of this meeting will also need to be available for the
potential Appeal Hearing (date on timetable).
The letter (model available) to the employee informing them of the meeting should:
•
•
•
•

Give 10 clear working days’ notice of the meeting.
Have a copy of the draft timetable enclosed
Have the documentary evidence enclosed (alternatively this can be forwarded separately, but no later than
5 working days before the meeting)
Be signed by the SLT member/Headteacher

The Headteacher/Governors on the first Committee should be sent:
•
•
•
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The Procedure Dealing with Long-term Sickness and Ill Health Capability
Documentary evidence and Statement of Case
A copy of the letter to the employee.

Please note that if the decision is taken to dismiss, the Chair of the Governors’ Committee will need to be
available to sign the appropriate letter the day following the hearing.
Appeal Hearing
In the event of the employee appealing against the initial decision, no Governor hearing the appeal should have
been involved in a previous stage of the process (other than attending the full Governors’ meeting).
All remaining available Governors (excluding those involved in the formal meetings or original hearing) should
hear the appeal. (A decision may be taken that staff governors will not be included, if the Governing Body
determine this is appropriate). There should be at least the same number as for the first Committee and
preferably more.
The Headteacher/Chair of the first Committee also needs to attend the hearing in order to respond to any
relevant questions.
Governors hearing the appeal should be sent:
•
•
•
•
•

The procedure for dealing with Long-term Absence.
Documentary evidence
A copy of the letter to the employee
Employee’s statement of case (if available and with the employee’s agreement).
Minutes of the First Hearing.

The Chair of the Appeal Committee will need to be available the day following the appeal hearing to sign the
appropriate letter.
The order of business in the appeal hearing may begin with the appellant stating their case, rather than the
Headteacher, depending on the grounds of the appeal.
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Draft
Employee’s Name
School
Capability Timetable (Appendix __)

Date

Action

1 Notification of Hearing

Headteacher

2 Capability Hearing

Headteacher or 1st Committee – this may be the
Personnel Sub-Committee

3 Outcome of Meeting
Notified

Chair of 1st
Headteacher Sub-Committee

If required
6 Appeal Lodged

Employee/Representative

7 Appeal Hearing

Committee of Governors

8 Outcome of Appeal
Notified
If required
9 Notice issued

10 Dismissal
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Chair of Governors

LA

ADVICE, GUIDANCE AND INFORMATION FOR MANAGERS/GOVERNORS
Introduction
The Authority, in consultation with the recognised Teaching and support staff Trade Unions, has agreed a
number of measures that together constitute a comprehensive approach to controlling and reducing
absence levels.
These general guidelines supplement advice in the Personnel Handbook and aim to provide practical
support, advice and guidance to designated Managers, Supervisors and Governors within schools in
implementing the Absence Control measures.
In addition they seek to raise designated
Managers'/Supervisors' awareness of issues relating to employee absence, in order that they will feel
more confident in dealing with what is a very complex issue, sensitively, consistently, fairly and in a
confidential manner. Further detailed advice and guidance is available from the HR Service, Children and
Younger Adults (CAYA) Department.
Also included is some suggested standard documentation which may be used in conjunction with the
procedures contained within this document.

Scope
These guidelines and the procedures can be applied to both teaching and support staff who are employed
by the Governing Body. DSO Catering and Cleaning employees will be monitored by their Area Managers.

How Much Does Absence Cost?
Statistics compiled in 2009 showed that around 5¼ working days were lost per year for each Derbyshire
County Council school employee. These figures include days lost through sickness, accident or industrial
injury related absence. This rate compared favourably with all but one department within Derbyshire
County Council and very favourably with the average level of sickness absence in the public sector in
2008/09 of 9.7 days per employee. Although comparisons between survey findings should be treated with
caution, as the ways in which absence levels are expressed can vary, these statistics show that sickness
absence remains a national problem and that the approaches and procedures adopted by schools in the
county have been effective in sustaining a lower rate of sickness absence than these comparators.
Nevertheless, managers will be aware of the impact of absence on the school community and are
recommended to apply the Management of Absence procedures to address each situation as effectively
as possible, for the benefit of the individual and the school.

The potential ‘costs’ of absence can be listed as follows:-
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a)

Disruption to pupils’ education – potential fall in standards.

b)

Costs of replacement/temporary staff.

c)

Reduced range or standard of service/job performance, as absent employee’s work is covered by
others.

d)

Increased premiums and reduced ‘pay out’ from any sickness absence insurance scheme.

e)

Low morale and increased demand on other staff to maintain the quality of provision and support
temporary staff.

f)Difficulty retaining staff.
g)

Deterioration in reputation of the school with parents, pupils.

The Comprehensive Approach
The following measures can assist in the monitoring of absences:a)

A Leave of Absence Procedure for teaching and support staff is included in the Authority’s ‘Leave of
Absence’
document
in
the
Personnel
Handbook
http://www.dnfl.org.uk/for_index/schools/organisation_and_management/staffman/personnel_h
andbook/personnel_handbook.asp.
It must be recognised that while procedures are important, in themselves they are not sufficient to
control absence levels, accordingly a number of complementary measures are also recommended.

b)

The responsibility for the managing of absence control being devolved as far down the management
structure as practical.

c)

The training and briefing of designated staff and the production of these guidelines to ensure that
management apply the procedures fairly and consistently.

d)

That absence level statistics should be a regular agenda item at Management meetings.

Trade Union Consultations
(The recognised Trade Unions and Teacher Associations have been consulted and have contributed to the
formulation).
The Trade Unions and Teacher Associations recognise that levels of absence cannot be regarded purely as
a management problem because of the wide ranging effects that high absence levels have, not just on the
school curriculum but also on employee morale. Accordingly, management, Trade Unions, and employees
have a joint responsibility in ensuring that absent employees do not jeopardise their shared interests.
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School management, in consultation with local Trade Union/Association representatives, should, if
required, review the current work situation to ensure that:
▪

Good physical working conditions are provided.

▪

Health and safety standards are rigorously maintained.

▪

New starters receive particular attention during the induction process, so that they recognise the
need for good attendance habits.

▪

Supervisory training is adequate, and that supervisors take an interest in staff’s health and welfare.

Any member of staff subject to the procedures contained within this document has the right at any stage
to consult with their Trade Union/Association representative.

Disability and Sickness Absence
There is now a statutory framework to provide legal protection for disabled people against
discrimination. The Disability Discrimination Act (DDA)
(http://www.opsi.gov.uk/acts/acts1995/Ukpga_19950050_en_1 and
http://www.opsi.gov.uk/Acts/acts2005/ukpga_20050013_en_1) came into effect on 2 December 1996.
The DDA is a major piece of employment legislation, and has significant and wide-ranging implications
for employees in general, but particular in relation to sickness absence. Full details of the implications
for employers are contained in the Policy Document : The Disability Discrimination Act 1995 issued as
part of the Personnel Handbook in 2003. There is also guidance available on teachernet concerning the
schools’ duties in relation to employment.

Role of School Management
Lowest possible levels of absence are crucial to the success of any organisation. Absence levels reflect
management expertise in providing conditions which motivate employees and engender a feeling of
commitment from them.
The Health and Safety at Work Act 1974 requires that employers are responsible "so far as is reasonably
practicable" for the health, safety and welfare at work of all their employees. Therefore management, as
well as providing a safe and practicable system of work, information and training, etc, also has a
responsibility to keep abreast of the health and welfare of employees. The short-term intermittent
sickness procedure and the "trigger" it contains are designed to identify those employees whose absence
record requires close examination and ensures that designated Managers/Supervisors take the
appropriate action.
The procedure includes the expectation that Managers/Supervisors should, on the return to work of an
individual, enquire about the absence. This presents an informal opportunity to establish the cause of
absence and indicate interest in the welfare of the individual employees.
In such cases the discussion should be carried out sympathetically and in private. These discussions are
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outside of the formal procedures contained within the short-term intermittent/sickness absence
procedure. Care will need to be exercised to ensure that the interviews do provide and continue to
provide a useful means to assist in the reduction of sickness absence levels. The opposite could easily
become the case if the interviews are seen as an empty formality without having any real purpose, or a
threat to employees, overriding the formal policy. A suggested recording form for this discussion is
included in the last section of this document (appendix 2). The production of a short, simple record is
recommended to ensure clarity about the nature of the discussion and that the perceptions of both
parties, as to any conclusions, are understood.
The Governing Body and Headteachers have a particular statutory responsibility to enable staff to
maintain a reasonable work/life balance and to both monitor and seek to reduce the incidence of
workplace stress. The HSE has produced management standards and a range of guidance which school
leaders are advised to consult http://www.hse.gov.uk/workers/index.htm.

Role of the Authority's Occupational Health Service (OHS) in Sickness Absence
The Authority's Occupational Health Service (OHS) is available to schools. The OHS is able to give clear
advice to management about individual cases which have been referred to it, based on factual evidence
obtained from recent OHS assessment and/or the employee’s GP/Consultant(s) as to whether or not there
are significant medical aspects to the employee's absence problems. OHS staff will also provide advice
and help to the individual, in liaison with the employee's GP/Consultant and, when necessary, advise
management on how modifications to the job, and possibly the workplace, might help to resolve or control
the employee's problem. If the problem is serious and intractable then advice may be given regarding
consideration of redeployment or early retirement on medical grounds.
The In-Service Medical Form is included at Appendix 2 (here) and includes the following:
1.

Employee details

2.

Dates of absence during last 2 years with details

3.

The reasons for the referral

4.

Background information

It is the school management's responsibility to decide on appropriate action following receipt of the
Occupational Health Physician's report. The Children and Younger Adults Department HR Service is
available to offer advice and guidance on this issue if required.
For the Occupational Health Physician’s report to be meaningful as much background information as
possible should be included on the In-Service Medical Form. Your HR Officer may ask you to complete the
form, if additional information is only available at school. The content of the referral will be discussed
with the employee during the In-Service Medical.
Advice and support will be provided by HR staff following receipt of the Occupational Health Physician’s
report.
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Access to Medical Reports Act 1988
The intention of this Act is to provide employees with access to medical reports relating to themselves
provided by their Doctors for employment on insurance purposes.
The Act does not apply to advice given to management by the Authority's Occupational Health Physician
relating to individual employees.
In summary, the employee's rights are as follows:
1.

To give or withhold his/her consent for application to be made to a doctor, who is, or has been,
responsible for their clinical care.

2.

To make arrangements to see the medical report before it is supplied to the Authority, within 21
days.

3.

To request the Doctor, in writing, to amend any part of the report which the employee considers to
be misleading or inaccurate; or

4.

If the Doctor declines to amend the report, to attach a written statement giving the employee's
views on its content; or

5.

The employee can withhold his/her consent to the report being supplied to the Authority.
(The Doctor also has the right to withhold any sections of the report which in his/her opinion would
seriously harm the employee if he/she saw it.)

In seeking the employee's consent to request a medical report from their Doctor, employees must also be
informed of the consequences of refusal, which in the context of the procedures contained in this
document, means that a decision will be taken on the basis of the available medical information. This
could mean that the Headteacher or Governing Body make a decision, up to and including the dismissal
of an employee, on the grounds of ill health capability without medical information from the employee’s
doctor.

The Authority's Occupational Health Service has procedures in place for dealing with such requests.
Accordingly, the Occupational Health Service in its report, will inform the Headteacher of any refusal by
an employee to grant his/her consent, and that the Occupational Health Physician's recommendation is
based solely upon the employee's medical examination.

The Role of the Welfare Service
The Welfare Service is available to all school employees. The Schools’ Welfare Officer can offer advice
and support and counselling in the following areas:
▪
106

SSP

▪

Sick Pay Entitlements

▪

DWP (Department for Work and Pensions) Benefits for Individual and Family

▪

Industrial Injury

▪

Explain the Authority's In-Service Medical Procedures

▪

Discuss Phased Return to Work

▪

Ill-Health Retirement

▪

Personal Problems

Short-Term Intermittent Sickness/Absence Procedures
The aim of this procedure is to:
▪

identify what will be regarded as unacceptable levels of absence;

▪

take action that will promote the highest possible levels of attendance and maintain that level;

▪

identify who is responsible for taking action;

▪

communicate to employees, management and trade unions, the rules to be applied to employee
absence.

Absence Monitoring
The successful implementation of the procedure rests on the information available to managers and supervisors.
The DSAS system enables schools to produce reports in order to monitor their own levels of sickness absence.
There are two main measures used in the measuring of absence levels - lost time rate and frequency rates.
A "lost time rate" report is most useful as a means of providing a measure of the overall problem and in order
to make comparison, establish targets, measure performance.
However, lost time rates are open to distortion, as a few prolonged absences can make the rate appear
alarmingly high when there may be no real cause for concern.
Therefore a "frequency rate" and "number of employees rate" is also required as these are much more useful
measures for absence control purposes. As statistics produced by such measures reflect the incidence of
absence and show whether or not a large proportion of the total time loss is caused by a large number of
separate absences or only a few, and whether a small number of employees are responsible or whether absence
is spread amongst a wide group of employees.
Formula for Determining Absence Level Points Score
107

N = Number of days absent
T = The number of separate incidences of absence (times)
The suggested trigger for initiating the Absence Control Procedure is 35 points.
A score is reached by N x T = in a 12 month rolling period
E.g .
1.

Absences of 4 days, 2 days, 1 day
Number of days = 7 number of
incidences 3
7 x 3 = 21
2.
Absences of 4 days, 4 days, 4 days, 4
days
Number of days = 16 number of
Incidences 4
16 x 4 = 64
1. Absences of 1 day, 1 day, 1 day, 1 day, 1
day, 1 day
Number of days = 6 number of incidences
6
6 x 6 = 36
4.
Absences of 1 day, 2 days, 7 days
Number of days = 10 number of incidences
3
10 x 3 = 30

Therefore no absence monitoring interview
unless there are other contextual reasons

Absence monitoring interview triggered

Absence monitoring interview triggered

No interview triggered, unless there are
contextual reasons for meeting

These "triggers" are included in the procedure. However, to avoid establishing undesirable "norms" of absence
levels it is suggested that the "triggers" be reviewed on an annual basis with a view to reducing the general
levels of absence within the school. Such variations should be agreed with the appropriate Trade Unions.
Implementation of the Procedure
As the designated Manager/Supervisor of an individual who has been identified as triggering the Absence
Control Procedure, the first step is to ascertain the circumstances of the individual's absence. To do this check
the reason for the absences given on the self-certification forms, or Doctor's Certificates submitted by the
individual, over the period or throughout their employment, if appropriate.
The purpose is looking to establish whether there are any common themes, persistent or continuing illness, or
whether it is merely an unrepresentative period with no underlying cause or pattern.
In considering an employee's reasons for absence, it is necessary to be aware that in some cases the medical
reason given on a self-certification form or Doctor's certificate may not indicate the underlying reason, e.g. job
satisfaction. Therefore, in brief, attached at Appendix C are possible non-medical reasons for absence of
employees.
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IF THE INDIVIDUAL HAS BEEN ABSENT FOR A CONTINUOUS THREE MONTH PERIOD YOU SHOULD REFER TO THE
SECTION ON LONG-TERM SICKNESS.
Once the above information is ascertained, whether or not there are grounds to warrant calling the individual
to a counselling interview should be considered. In the majority of cases, where employees meet the ‘trigger’
within the procedure, there will be sufficient grounds for concern to make a review interview necessary.
However, it is possible to have one spell of absence exceeding the ‘triggers’ as set out in the procedure, which
is unlikely to reoccur, e.g. a broken leg, etc. A review interview in such circumstances may serve no purpose.
Designated Managers should be aware that there may, on occasions, be an individual who is not prepared to
discuss his/her absences with them. In such circumstances the individual's wish should be respected and
alternative arrangements made, e.g. another designated Manager.
Counselling Interviews
THE COUNSELLING INTERVIEW SHOULD ONLY TAKE PLACE AT WORK, THEREFORE YOU SHOULD AWAIT THE
RETURN OF AN EMPLOYEE WHO IS ABSENT.
The procedure gives some indication of the issues that need to be discussed with the individual, although how
you undertake the interview is also crucial. Included in appendix 2 are the letters inviting an employee to a
counselling interview, plus examples of standard follow up letters. The purpose of the interview letter is to
ensure that the employee takes the matter seriously, reassure them that it is not a disciplinary interview and to
inform them that they have the right to be accompanied by a trade union representative, friend or colleague.
The major points to be considered when carrying out such an interview are given below. It is recommended
that the contents of the interview are recorded. For that purpose attached at Appendix 2 is an employee
counselling record sheet. This should be completed in full immediately following the interview. A copy should
be forwarded to the individual for their information, with a second copy retained on the personal file. If possible,
records should be an agreed version. If, however, agreement cannot be reached, the employee does have the
right to append a note of disagreement to the counselling record sheet.
The Counselling Interview
Environment
Arrange for the interview to take place in normal circumstances at the employee's place of work in a quiet,
comfortable and, where possible, an informal room or setting. Ensure that there will be no interruptions either
by colleagues or by the telephone. Arrange for the interview to take place at a time that is convenient for the
employee. Set a time limit on the interview (normally not more than an hour). This will help you to keep to the
issues.
Note taking and Employee Counselling Record Sheet
Come to an agreement with the employee as to whether notes are to be taken or not. (Taking notes during an
interview can be off putting for both employee and manager/supervisor. Try to write down key words during
the interview). However, write up the counselling record sheet as soon as the interview has finished while the
interview is still fresh in your mind. Employee Counselling Record Sheets (Appendix 2) are confidential and
should be kept in the individual's personal file.
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Questioning
Use open-ended questions which will encourage the employee to speak. Encourage the employee to speak
freely, do not use your preconceived ideas to follow a line of questioning. Encourage the employee to give their
opinions. Do not be judgemental, as this may cause the employee to withdraw and no longer want to participate
in the problem solving process.
Listening
Be non-judgemental (i.e. avoid negative body language). Listen to the employee but be aware that there might
be an underlying problem, to which reference is not made.
Repeating back - this ensures that you clarify any points that are unclear and that the employee feels confident
that he/she has been understood. Paraphrasing ensures that the same points of reference are being used by
both the employee and the manager/supervisor.
Do not be afraid of silence. Allow space to encourage the employee to expand on a point.
Supporting
Encourage a trusting/confidential atmosphere, in which the employee feels that they can be open, not
threatened but reassured. Try not to be directive but offer information about sources of specialist advice.
Do not give your opinion of the employee's personal problems. Advice is available from the Welfare Service on
a variety of subjects, i.e. alcohol, drugs, personal problems, etc.
Encourage the employee to take ownership of the issues affecting them and identifying their own situations.
Further Action
Agree where possible with the employee on the next step to be taken. (See (d) below).
Further Action
At both the initial review and the second review stage you are required, at the conclusion of the interview, to
consider what, if any, further action is required.
If you are happy with the reasons given for the absences, no further action is necessary. However, if there is
still some cause for concern you should remind the employee that their absence will be monitored for a further
period. If appropriate, indicate what the implications may be if the employee does not reach the required
improvement in levels of attendance. The expectations for levels of improvement should be clearly set out.
Particular consideration should be given in instances where the DDA applies. The following courses of action
are available to you:
Initial Review
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The production of a first day NHS sick note for a three month period. Charges incurred by the employee are
reimbursable by the school. This course of action is most applicable where there are reasonable grounds to
suspect that the sickness notification or self-certification rules are being abused.
If you are concerned that there is an underlying medical/welfare problem you should refer the employee to the
Welfare Service for subsequent referral, if necessary, to the Occupational Health Service for medical advice. If
the employee refuses to attend an appointment with the Authority's Medical Adviser for medication
examination, you can insist. If the refusal is sustained you should inform the employee that his/her refusal can
be regarded as misconduct and that disciplinary action may result.
Second Review
In addition to the course of action in (d)(i) above, the following courses of action are also available. However,
you should seek advice from the Children and Younger Adults (CAYA) Department HR Service.
Referral to the Occupational Health Physician
Guidance may be sought from the Occupational Health Physician. The advice given, following medical
examination of the employee, will generally be in one of the following categories:
▪ that the employee is presently fit and well. (A period of monitoring and support for
sustaining attendance will follow.)
▪ that the employee has ongoing medical problems which may necessitate further absence;
(in which case the monitoring process will continue.)
▪ provision of reasonable adjustments for employees, whose medical condition means that
the Disability Discrimination Act applies, will be assessed.
▪ that the employee is permanently incapable of continuing in their present post, but that
redeployment should be considered;

▪ that the employee is permanently incapable of continuing in their present post and illhealth retirement may be appropriate.

Redeployment on Non-Medical Grounds
Consideration of this will be appropriate in a minority of cases where, through the Counselling Interview, the
employee has identified that the reason for his/her absence relates to his/her current employment (appendix
1). Issues of conduct of the employee or colleague(s) and performance should be addressed through the
appropriate procedures. It may, of course, be difficult to arrange redeployment within the school. Schools
should consult with the Children and Younger Adults (CAYA) Department HR Service in such cases.
Disciplinary Action
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If the Manager/Supervisor is not satisfied that the reasons for absence are genuine, the appropriate disciplinary
procedure should be invoked.
If the employee is an accredited trade union representative it is necessary to discuss/inform the full-time district
or area official of the union concerned before any action is taken.
Persistent Intermittent Absences
Where the process for addressing short-term intermittent absences has been applied for 2 review periods and
where (a), (b), (c), and (e) above have either been applied, without significant and sustained improvement, or
are inappropriate, then transfer to the process utilised in the Long-term Absence procedure will be
implemented.
In cases where the procedure has been applied for two review periods without satisfactory improving trend
established, the employee will transfer to an adaptation of the stepped absence procedure, utilised for longterm absences. This includes the option of dismissal on the grounds of ill health. Firstly, the other alternatives
should be considered and discussed, where appropriate, at the counselling interview. The judgement on the
relevance of alternative actions will be recorded (i.e. ill health retirement, redeployment within the school,
reasonable adjustments, disciplinary action and the continuing of further monitoring periods). When each of
these has been considered, and either determined as addressed or not appropriate, the process will transfer to
the procedure used for long-term sickness.
In these circumstances the six step procedure will be entered at Step 3.
At each stage the arrangement of a meeting at the next step of the procedure, (rather than any review at the
same step), will be dependent on the level of absence during the review period. Judgements will be made on
the basis of “reasonableness” taking into consideration the target for attendance set and any relevant
contextual factors.
a)

If the expected level of attendance has been met the meeting should:

• review progress
•

identify any relevant strategies and actions that may support sustained improvement in
attendance.

This meeting should take place as a further dialogue at the step of the procedure already
reached.
b)

If a further improvement in attendance is still required the meeting should also consider
whether a new ‘target’ for attendance should now be set in order for the employee to
achieve a level of attendance within the usual expectations for the school’s employees.

The measure of achieving absences with a points total of 35, or less, is a goal.
target may be set for reasons relating to the individual’s situation/condition.
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In particular cases an interim

It is also permissible to set a target which takes account of the pattern of absence and that makes specific
reference to the reduction in incidences of absence and/or the total number of days. It will also arise from
consideration of any identifiable causes of the absences and what is being done to address these. If a repeated
pattern where the stepped procedure is triggered but then the attendance target is met is identified, then the
person’s total absences over the current and previous academic years should be considered. The target set
should include sustaining the required level of attendance for a longer period.
At the review meetings it will be important to consider the particular circumstances before determining whether
to move to the next step in the procedure. The reasonable and significant level of improvement in attendance,
that was identified at the previous review, may not have been met owing to a type of absence that is unlikely
to reoccur and does not fit the usual pattern of employee’s absences (e.g. broken leg, bad case of flu).
In applying a ‘target’ for improvement in attendance to individual employees it is also
important to treat all staff fairly balancing:
i.

The individual circumstances and any medical condition of the employee, particularly if
DDA applies.
ii. The need to be equitable to all employees and not to discriminate.
iii. The effect of the absences on the quality of education delivered to pupils.
iv. The impact on other staff of the absences and the overall efficient running of the
organisation.

After Step 5 the headteacher will consider whether to refer the matter to the governing body. (If an SLT member
has been conducting the procedure he/she will consider whether to refer the matter to the headteacher).
In cases where :
• there is a pattern of significant absence over 1 academic year or more,
• there is little or no sign of an appropriate improving trend,
• the employee has not met his/her targets for attendance, following application of the
stepped procedure, not maintained a points total of less than 35 for 6 months. (Targets for
individual attendance will take account of the application of DDA).
• there is little or no information, from the GP and occupational health physician, to indicate
that there are reasons why attendance is likely to improve sufficiently in the future,
• the headteacher has identified contextual circumstances in the school (for instance, effects
on students’ education, on colleagues and/or on the school’s budget/resources),
the likelihood of referral to a Governing Body Committee for consideration increases.
Ill Health Retirement
Referral to the Occupational Health Physician will provide an assessment whether an application by the
employee for ill health retirement is appropriate.
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Long-Term Sickness
The important factors here are that the sickness is continuous and ongoing. Long-term absence through
sickness, or the inability to attend work regularly and consistently because of chronic ill-health, are
amongst the most difficult problems for management to tackle.
ACAS have suggested some of the issues to be considered in such cases are:▪

Just how much damage is being caused by this absence? Is there an immediate crisis; or could the
organisation afford to continue for some time without a replacement, for example, with some
reorganisation?

▪

In the view of the individual's General Practitioner, or of the Occupational Health Physician, when
will a return to work be possible? Will there be a full recovery or will a return to the same work be
inadvisable?

▪

Could the employee return if some assistance were provided? Could some reorganisation or
redesign of the job speed up a return to work?

▪

Is alternative, lighter or less stressful work available, with retraining if necessary?

▪

Could reorganisation of the work group produce a more suitable job?

▪

How long has he/she been employed by the Authority?

▪

What costs are being incurred by the school as a result of this absence?

The Authority has a long established procedure for dealing with employees on long-term sickness, which
is as follows:Support Staff
Where an employee is absent from duty for a lengthy period owing to certificated ill-health or injury and
regardless of sickness or injury pay entitlement, the situation should be reviewed once the position is
known, at early and regular intervals. This is to ensure that any assistance required by an employee can
be offered promptly and consideration given to possibilities of return to suitable alternative employment.
To this end, employees absent owing to sickness or injury shall be referred by the school for medical advice
from the County Council's Medical Adviser, within a three month period from when the absence started.
Teachers
A teacher who is absent for a lengthy period of certificated absence (over 2 months) should be referred
to the Occupational Health Physician.
In accordance with DfES Circular 4/99 if a teacher is suffering from an illness referred to in the Circular e.g.
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a stress related disorder such as anxiety or depression, Governing Bodies and Headteachers have the
power to suspend a teacher from duty, on full pay, but only on the advice of an appropriately qualified
medical adviser. The advice of the CAYA HR Service should be sought before this course of action.
Both teachers and other members of staff may also be referred to the Welfare Officer during long periods
of absence.

Self-Certification
If an employee returns to work within seven days they are required to complete part 2 of Form ESC12
(Employee Self-Certification Statement), a copy of which they can obtain from the Governing Body or its
representative. If the employee is still absent after seven days, the Governing Body or its representative
will send them a copy of the form to be completed and returned to the normal administrative base. The
information contained in the Employee Self-Certification Statement is confidential and should therefore
be treated appropriately.
It is essential that the form is completed in full and that the nature of the illness or injury is stated,
otherwise payment of sick pay may be withheld. (Comments such as "feeling poorly" should not be
accepted). If the employee feels unable to divulge on the form the nature of their illness, they should
speak to their designated manager who can endorse the form to the effect that he/she is satisfied with
their explanation, and in these circumstances it will not be necessary to give the nature of illness or injury
on the form.
After the employee has been absent for more than seven calendar days they will be required to provide a
Doctor's Statement (Med. 3 form) and this should be forwarded to the appropriate
Personnel/Administration officer at the school after they have filled in those parts of the Statement which
may require completion.
If there are any queries on DWP benefits at any stage of absence, the employee should be encouraged to
seek help from the Welfare Service.
If the employee is entitled to claim DWP benefits, they should collect a claim form. These can be obtained
from a Doctor's surgery, hospital or local DWP office. The completed form should be sent direct to the
DWP office.
The employee should be reminded that if their doctor has given them a Doctor's Statement certifying that
they are unfit to work, they must not return to duty whilst still covered by a Doctor's Statement.
The appropriate conditions of service contain further guidance on certification of absence, e.g. during
annual holidays, etc.

Absence Reporting Scheme
Employees are required to notify the school of any absence caused by sickness or injury.
(a)
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Day 1

(1) The employee should ensure that the school is notified of their absence. The information
necessary to complete Part 1 of the Self-Certification Form will be required. The employee
should endeavour to ensure that his/her absence is reported before the start of the working
day on the first day of absence.
(2) All employees should be aware of the name of the person to be contacted to report their
absence. Ideally, this should be one person although this will not always be possible.
The practice of asking a colleague to ring the contact officer on his/her behalf should be
discouraged as it can result in late notification, incomplete or distorted information and /or,
at worst, a failure to report absences.
Day 4
If the absence continues after the third day, the employee will ensure further notification is
provided as to the nature and the probable duration of the illness.
The contact officer should inform the employee of the need to produce a medical certificate
if the absence continues beyond seven days.
Return to Work
The employee will be required to complete Part 2 of the Self-Certification Form on his/her return.
Day 8
If the employee is still absent on, or after, Day 8, he/she will require a doctor's certificate. A
certificate covering the absence from Day 8 must be sent at the earliest opportunity to the
employee’s normal administrative base. The school will, by return, send the employee the SelfCertification Form, Part 2 of which he/she must complete and return at their earliest convenience.

Maintaining Contact
The manager has a responsibility to maintain contact throughout an employee’s absence in order to
provide a supportive framework to facilitate a successful return to work.
The employee also has a duty to keep his/her manager informed of any development whilst absent from
work and should indicate, where possible, when he/she is likely to return to work.
In some circumstances it may be preferable for contact to be maintained via third parties.

Confidentiality
Schools should review their administrative systems to ensure that personal information relating to
individual employees is treated confidentially. Therefore access to medical records, including medical
certificates, reports, individuals' absence records and counselling interview records will be restricted to
those employees who require such access to carry out their legitimate and authorised duties necessary
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for effective management. Accordingly, designated managers who have access to an individual's medical
and absence records have the responsibility to ensure that such information remains confidential and is
only disclosed to those who have a genuine need for such information.
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APPENDIX 1

CAUSES OF ABSENCE
The pattern of absence within organisations, including Derbyshire County Council, is influenced not just by levels
of health, but also by other factors such as management style, working conditions, traditions of behaviour and
personal circumstances.
However, it must be stressed that the reasons for absence suggested below have been inferred as the most
likely explanations for some statistical relationship found between particular factors and absence returns. There
is unlikely to be one single cause explaining why an employee is absent from work, and even stated causes of
absence may not represent the true reason. For example, both employees and managers will recognise that
some individuals will be absent from work, sometimes giving sickness as the reason, when other reasons may
be the real cause.
(a)

Job Satisfaction
The impact of the job and the employee's attitude to work has been found to be important in affecting
absence levels. The job in this context refers to the type of working conditions under which it is
performed and the responsibilities towards other employees inherent in the job.
An explanation often given of why absence levels are higher amongst unskilled manual workers than
craft and clerical workers, with the lowest rates being amongst managerial and professional workers, is
that there is a greater sense of personal involvement in the work, and of responsibility to other
employees in the organisation or work group, and generally more interesting varied and challenging
work.

(b)

Management Attitudes/Behaviour
Studies have shown that the job satisfaction of employees experiencing a "democratic" management
style is associated with low absence and labour turnover. Important attributes of a "Democratic
Manager" are, showing an appreciation of good work, having the time and the inclination to help
subordinates in their work and consulting with employees before decisions are made. Other important
aspects of supervisory behaviour are for Managers to set specific standards of performance, be
consistent in their action and explain to employees what their job is and how it fits in with the work of
the Department and organisation.
Employees who work with a difficult and unpleasant
manager/supervisor will not be inclined to co-operate with him/her or to come to work unless necessary.

(c)

Financial Considerations
Evidence concerning the effect of income level on absence rates is conflicting. Absence is less in the
higher earning occupations, but within the same occupation there is evidence to support the view that
the higher the earnings, the more likely that employees are to be absent - why work five days when you
can earn the same amount in four days. This is particularly the case when an employee can influence
his earnings through a bonus scheme or by the amount of overtime worked.

(d)
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Stress

See Management of Stress Policy
http://www.dnfl.org.uk/for_index/schools/organisation_and_management/staffman/personnel_hand
book/stress.doc.
It is estimated that stress accounts for between 30-40 per cent of employee absence and can be caused
either by situations at the workplace or at home.
Stress at work can be caused by:
Excess Workload - a never ending backlog of work which can affect all levels of staff and which can lead
to feelings of frustration, failure and futility.
Tight Deadlines - supervisors wanting work completed in unrealistically short periods of time which can
only be achieved if the employee either takes work home or works excessively long hours. Although
tight deadlines do motivate some employees, many employees will feel put upon and as though they
are being thwarted in producing good work which leads many to feel demoralised.
Personality clashes between colleagues and supervisors - employees who are experiencing personality
clashes may experience feelings of fear, anxiety, frustration and low morale. Personality clashes, as well
as affecting the people immediately concerned, can also cause feelings of worry and unhappiness to
fellow colleagues.
Introduction of new working practices - the introduction of new working methods brought about by the
introduction of new technology, and systems. A more competitive way of working necessitated by CCT
may cause staff to feel pressurised, under threat and generally anxious about the service they are
providing. New technology, which is seen as an exciting addition to the office environment for some
members of staff, will be viewed as a whole new area of potential failure to others.
Poor Management - managers who are unable to offer the correct level of guidance and direction to
communicate effectively with staff cause the staff they supervise to feel poorly motivated, resentful and
lacking in self-worth.
Lack of control and/or involvement in work activities - employees who do not feel either part of a team,
or who feel overlooked when information is being distributed, or who do not feel that their views, ideas
and opinions are being considered suffer from feelings of inadequacy, resentment and suspicion.
Stress at home can be caused by:
Financial difficulties - caused by many different factors, all of which may result in an employee's
inattentiveness at work which leads to feelings of inadequacy and failure. Feelings that they are unable
to confide in colleagues puts extra pressure on work relationships.
Marital difficulties - this may cover divorce, separations, violence, neglect and arguments and will often
involve the employee in immense feelings of failure, incompetence and anger. However, it may be that
after divorce or separation some people will experience feelings of relief and feel that their life has a
new purpose and meaning.
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Bereavement - an enormously harrowing time for those concerned resulting in a fall in productivity at
work leading to feelings of inadequacy and failure.
Moving house - employees may feel very anxious about the move causing inattentiveness and irritability
which affects their own work productivity and that of their colleagues.
Conflict between commitment to home and job - can cause resentment towards the job and feelings of
guilt towards the family resulting in inattentiveness and a feeling of unsuitability.
Childcare difficulties - often affect women more than men. Women often have to take time off when
their childcare arrangements break down and rather than use up annual leave they may take time off
sick. This causes feelings of guilt and inadequacy.
Caring for sick and/or aged relatives - members of staff who are unpaid carers will often have extreme
anxieties and worries that will impinge on their work time. Tiredness, worry and guilt all help their work
productivity to fall and for feelings of failure and inability to cope to rise.
Drink and/or drug problems - employees with an addiction will suffer a drop in efficiency and work
output - this coupled with the added pressure of trying to keep the addiction a secret results in feelings
of failure, guilt and often anger. Some addictions will cause employees to steal from colleagues at work
which causes tension and a bad working environment.
Social expectations - peer group and family pressures on employees to succeed can lead to feelings of
anger and breakdown.
Low pay/low status - employees in low paid and low status jobs have very little influence or power in
the decision and policy making process. This leads to feelings of frustration, inadequacy and low morale.
The stress experienced by minority groups can be hightened by:Stereotyping - the view that members of a minority group have only reached positions of responsibility
by tokenism may cause them to experience anger and resentment.
Sexual harassment - although mainly a problem for women,,sexual harassment, has been experienced
by men and can lead to feelings of fear, frustration, humiliation and powerlessness.
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Appendix 2
Sickness Absence Report template.docx
100% Attendance letter.docx
Email Templates for 19.9 and Above.docx
Employee Counselling Interview Sickness Absence.docx
Absence Control Procedure Employee Counselling Record.docx
Employee Counselling Interview 3 month review .docx
Absence Control Procedure Employee Counselling Record 3 month review.docx
Sickness Absence Log Template.docx
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DERBYSHIRE LOCAL
AUTHORITY REQUEST FOR AN
IN-SERVICE MEDICAL EXAMINATION
SCHOOL EMPLOYEES
(TEACHING AND NON-TEACHING)
(excluding catering and cleaning DSO employees)
Please arrange to have the employee named below medically examined and report to the Headteacher your
findings as to whether s/he is fit for the duties for which employed.
Signed Headteacher ________________________________________________
Signed Chair of Governors ___________________________________________
Date ________________________

CONFIDENTIAL
Occupational Health Unit
Personnel Division
Derbyshire County Council
County Offices
Matlock
Derbyshire
DE4 3AG
OCCUPATIONAL HEALTH REFERRAL
DEPARTMENTAL DETAILS
Name of Officer to whom report has to be sent back to:
Tel No:
Ext.
EMPLOYEE DETAILS
N.I. No.

Date of Birth

Name

Occupation

Home Address

Telephone No.
Home: (contact)

Department

Starting Date

Place of Employment

Working Hours/Week
Tel No:

PERIODS OF ABSENCE DURING AT LAST THE LAST TWO YEARS WITH OR WITHOUT A MEDICAL CERTIFICATE (To be
completed in ALL cases)
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DATES
FROM
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TO

Reasons and state
whether Certified/Non
Certified/Self
Certification

DATES
FROM

TO

Reasons and state
whether Certified/Non
Certified/Self
Certification

1 (a).

(b).

Please state in detail the reason(s) for your referral request.

Please give all relevant background information available. Also ensure that copies of the job description and job
profile are attached with a copy of the relevant form if the referral may be related to an injury at work or a
prescribed industrial disease.

When was the employee informed of the reason(s) for this referral?

NOTE. IT IS IMPORTANT THAT ALL SECTIONS OF THE FORM ARE COMPLETED.

NOTE: Please ensure that all sections of the form are completed. When completed this form should be returned to the
CAYA Department Personnel Service.
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FORM EW1

DERBYSHIRE LOCAL
AUTHORITY REFERRAL TO THE
EMPLOYEE WELFARE OFFICER SCHOOL EMPLOYEES
Please can the employee named below be referred to the Welfare Officer in order that a home visit can be
made.

Name & Address of School

Signed: Headteacher

Date:
Name of Employee:
Occupation:

Date of Birth:
Home Address:

Home Telephone No:
Reason for Referral:

Has the employee been informed of referral?
Return this form to the CAYA Department Personnel Service.
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Appendix 3

SICKNESS ENTITLEMENT
1.

Teachers
a) Subject to the provisions of this scheme a teacher absent from duty owing to his illness (which term is
deemed to include injury or other disability) accordance with the following scale:
During the first year of service – full pay for 25 working days and after completing four calendar months’
service, half pay for 50 working days.
During the second year of service – full pay for 50 working days and half pay for 50 working days.
During the third year of service – full pay for 75 working days and half pay for 75 working days.
During the fourth and successive years of service – full pay for 100 working days and half pay for 100
working days.
This scale is to be regarded as a minimum and the Authority may extend its application in any individual
case.
b) Extensions of the allowances in (a) above for teachers with long service (full and half pay not to exceed
200 working days in total):
I. 10 years full-time service but less than 20 years – additional 23 working days at full pay (less
deductions as in Regulation 3).
II. 20 years’ full-time service but less than 30 years – additional 46 working days at full pay (less
deductions as in Regulation 3).
III. 30 years’ full-time service and over – additional 69 working days at full pay (less deductions as in
Regulation 3).

2.

Support Staff
Your entitlement to sickness leave with pay is calculated as follows:
During first year of service 1 months’ full pay and (after 4 months’ service) 2 months’ half pay.
During second year of service 2 months’ full pay and 2 months’ half pay.
During third year of service 4 months’ full pay and 4 months’ half pay.
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During fourth and fifth year’s’ service 5 months’ full pay and 5 month’s half pay.
After 5 years’ service 6 months’ full pay and 6 months half pay.
Calculations of Continuity of Service for purposes of sick pay entitlement
If there is less than a 6 week break from a previous employment with Derbyshire County Council this
shall be counted as continuous service. The payment of sick pay to those below the minimum earnings
level for National Insurance Contributions will be made where applicable.
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Appendix 4

Guidelines on Phased Returns to Work
Reasonable Adjustments/Full Duties
An employer has a duty to make reasonable adjustments to the workplace or to working conditions for
employees who are covered by the Disability Discrimination Act. See the Personnel Handbook on
Derbyshire extranet for full details of the provisions of the Act.
However an employer may also make temporary adjustments to the workplace or working conditions
for employees who are not covered by the Act, but who require some modifications to be made on a
temporary basis in order to enable them to return to work. These may include the provision of specialist
equipment, a temporary reduction in additional responsibilities or a temporary transfer to a more
convenient working location. Occupational Health Service staff are able to carry out workplace
assessments and provide appropriate advice to schools.
In recent years Occupational Health professionals have also identified that, in some circumstances,
phased returns to work are a useful way of assisting employees to return to work. A phased return can
help employees adjust to a working routine, whilst at the same time ensuring that they are, in fact, fit
enough to return. Pursuing this option often enables employees to return to work earlier than if they
had been allowed to return only when they were capable of performing the full duties of the post.
However, cases should be considered on an individual basis and discussion and agreement should take
place with the employee, before a phased return is implemented. The following are recommended
guidelines:• A phased return should be on the recommendation of Occupational Health practitioners.
• The GP or Consultant must provide a medical certificate which states that the employee “is fit to return on a
phased basis over …. weeks.”
• Phased returns are, in most cases, for a relatively short period - usually 4 weeks but may, in some
circumstances, be extended to more than 4 weeks.
• The working pattern should be agreed by the headteacher acting with the approval of the governing body of
the school, the employee and usually a personnel officer, prior to implementation.
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• Common work pattern:1st week - 2 days working
2nd/3rd weeks - 3 days working
4th week - 4 days working
Equivalent part days may also be considered and in secondary schools a different working pattern linked
to year groups, may be preferable.
• Employees receive full pay for time/days worked and occupational sick pay for non-working time/days.
Guidance on sick pay entitlements should be sought from Schools’ Personnel.
• The County Treasurer will need full details of the phased return including the hours worked, and notification
if the phased return will continue into the next pay period.
• Towards the end of the agreed phasing period the employee should confirm their intention to return to fulltime working. In some exceptional circumstances, and on the advice of their GP and Occupational Health,
the agreed phasing period may be extended, subject to the agreement of the headteacher. An alternative
option would be to reduce to a part-time contract for a temporary period.
• It is good practice to review the progress of employees on phased returns. This can be done on a formal or
informal basis during, and at the end of, the process.
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TRANSPORT PROCEDURES
DEPUTY HEADTEACHERS

SOPHIE EVITTS & JESSICA LACEY

Arrival into School
08.50: bell rings to indicate staff need to move to their places for taxis
08.55: bell rings to begin school day and doors open
Song of the day playing in reception (see total communication approach policy for details)
Minimal voices; where communication is required it is simple and quiet
Static staff
•
•
•
•
•

Member of staff on the gates (Premises manager)
Member of SLT on doors with door open
Member of staff to direct staff to taxis from back gate
Drop box to be manned by PHCM (sign in meds, pick up personal care on arrival)
Class teachers to remain in class to greet pupils

Moving staff
•
•
•
•
•
•

All STLAs go to back gate to be directed to taxis (ideally pupils from their class or pathway)
STLAs also directed to pick up pupils walking into school. Parents and pupils must be met at
the pedestrian gate
Staff return to the back gate once they have taken pupils to the classroom
Parents handover children at the car or school gate
Where messages are given by parents, class teams follow up actions in school day
Car seats collected where appropriate and stored in car seat box under the reception
window

Departure from School
•

Receptionist updates the Taxi Time spreadsheet with the date and crossing through any
absent pupils

Departure from School
•

•

14.20: bell rings to indicate staff need to encourage pupils to get ready to leave. SLT staff
member goes to reception. Staff ensure iPads or Screen is on the Taxi Time spreadsheet
(key Information)
14.40: bell rings to indicate end of the day

SLT:
•
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Uses iPad to summon pupils to transport

•

Puts car seats in vehicles (indicated by purple highlight)

Class Staff
•
•
•
•

Use iPad to determine when and which pupils to send
Red – Transport has not arrived
Yellow – Transport has arrived, ensure pupil is ready to leave classroom
Green – Transport is ready for loading, take pupil from classroom all the way into the
transport vehicle or to parents at the gate

Taxi Drivers and Parents
•
•
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Remain in vehicles or at school gates until child is bought to them
Taxi drivers display their taxi numbers in windscreens

COMPLAINTS PROCEDURE
HEADTEACHER

TRISH TURNER

CONTENTS
Introduction
How will complaint be handled?
•
Formal stage 1
•
Formal stage 2
•
Formal stage 3
Appendix 1 – Flow Chart
Appendix 2 – Example of a complaint form
Appendix 3 – Advice, Guidance and Information
1.
Context
2.
Managing Complaints
2.2
Investigating Complaints
2.3
Resolving Complaints
2.4
Remit of The Complaints Panel
2.5
Time Limits
2.6
Recording Complaints
2.7
Role of the Governing Body
Appendix 4 – Procedure for dealing with unreasonably persistent complainants and
unreasonable complainant behaviour
1.
Introduction
2.
Definitions
3.
Aim
4.
Dealing with Unreasonably Persistent Complainants
5.
Assessing whether the action is proportionate and necessary
6.
Assessing whether further action is necessary before designation
7.
Applying restrictions
8.
Options for action
9.
Completed complaints
10.
Dealing with Unreasonable Complainant Behaviour
11.
Application of the Procedure
12.
Records
13.
Future Complaints by the same Complainant
14.
Reviews of Decisions
COMPLAINTS PROCEDURE
1.

Introduction

From 1 September 2003 Governing Bodies of all maintained schools and maintained nursery
schools in England are required, under Section 29 of the Education Act 2002 to have in place
a procedure to deal with complaints relating to the school and to any community facilities or
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services that the school provides.
It is recommended that the governing body ensures that any third party providers, offering
community facilities or services through the school premises or using school facilities, have
their own complaints procedure in place. The law also requires the school’s complaints
procedure to be publicised.
It is the responsibility of a school's Governing Body to resolve a complaint received by a school
and it is, therefore, important to have a procedure for doing so which is clear and available to
Governors, employees, parents, carers and members of the public. Complaints from members
of staff should be dealt with under the appropriate internal procedure (e.g. Grievance,
Harassment etc.)
From July 31 2012 section 45 of Education Act 2011 came into force removing the duty of the
Local Authority (LA) to consider complaints about the curriculum, sex education and worship.
Concerns regarding these areas must now be taken up with the school.
The process and procedures for complaints or appeals about:
a)
b)
c)
d)
e)

special educational needs provision *
exclusions
admissions
child protection procedures
criminal investigations

may be separate from this procedure. The Headteacher may consult with the local authority
for advice on the appropriate procedure for dealing with a complaint in the areas above.
Also any complaint that leads to a disciplinary investigation will be subject to a separate
specific procedure. The details of such investigations and any sanction applied are
confidential but there will be a report back to the complainant giving as much feedback as is
possible.
*The LA should investigate a complaint where the pupil has a statement of Special Educational
Needs and the complaint is related to the Statement or the conduct of any centrally employed
authority staff responsible for the provision made through the Statement.
Note: Derbyshire Parent Partnership offers free confidential help, advice and support for
parents/carers of children with special needs or at risk/have been excluded from the school.
01629 533660.
This document provides advice and guidance on how schools should respond to external
complaints. It is important to note that anonymous complaints cannot be dealt with under
this procedure.
2.

How will complaints be handled?

In most cases complaints are successfully resolved informally through discussions with the
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Headteacher or, if appropriate, and only with the agreement of them, the staff member. It is
anticipated that most concerns will be handled without the need for formal procedures.
Advice from appropriate Local Authority sections is available to advise Headteachers and
Chairs of Governors in responding to complaints, concerning matters of procedure and
substance. Sections which colleagues may wish to contact for such advice include:
Governor Support Service
CAYA HR Advice and Guidance
Education Improvement Service
Special Educational Needs
Health and Safety
Student Services
Safeguarding
The local authority does not have a formal role in relation to the investigation and
adjudication of school complaints, other than some elements of items a) to d) in Section 1
above.
The school may wish to appoint a School Complaints Co-ordinator, who may be the
Headteacher. Whether or not a formal role is designated it will be important for the school to
have mechanisms to track, collate and record complaints received.
There are three stages to the formal complaints procedure. A flow chart of the stages can be
found in Appendix 1.
FORMAL STAGE 1
If unresolved through informal discussion with the Headteacher or relevant staff member
offered by the school, the complainant may submit their concerns formally in writing to the
Complaints Co-ordinator (Patricia Turner), using the attached form. (Appendix 2). This may
be by email but consideration should be given to the confidentiality of the email address.
The School Complaints Co-ordinator will refer the complaint to an appropriate staff member
who will investigate, report back to the complainant and inform the School Complaints Coordinator of the outcome. If actions are agreed with the complainant, in response to the
concerns raised, the Headteacher will be informed and any other relevant staff members.
Where relevant, arrangements to keep the complainant informed of progress will be made.
The School Complaints Co-ordinator should ensure that:
•
The complaint is acknowledged within two working days.
•
The staff member investigates the complaint and decides how best to resolve it within
a further ten working days.

•
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The staff member responds to the complainant in writing or meets with them (as

appropriate to the situation) to provide their findings and the outcome of the complaint. This
should be within two working days of completing the investigation, unless they have informed
the complainant that further time will be needed in the circumstances.
•
They receive a note from the staff member of the findings/outcome of the complaint,
for the record and in case the complaint progresses further through the procedure.
•
The complainant is advised that if they are dissatisfied with the outcome they may
refer their complaint to the Headteacher at Formal Stage 2.
•
The Chair of Governors is informed that a Formal Complaint has been received and
what action has been taken to provide a response, without discussing the nature of the
complaint at this stage.
In the event the complaint is about the way in which the school has dealt with a complaint or
the complaint is about the Headteacher, the matter should be submitted in writing,
preferably on the form provided, to the Chair of Governors and addressed c/o Brackenfield
School. It will be dealt with directly at Stage 2.
It is important that the letter includes name, contact details, nature of complaint and any
suggested resolution to the complaint.
FORMAL STAGE 2
If the complainant is unsatisfied with the response and wishes to pursue the matter further,
through the procedure, the complainant should write to the Headteacher (or Chair of
Governors where the complaint is about the headteacher) within 10 days and that letter
should include:
•
Their name.
•
The nature of their complaint.
•
Where appropriate, the reasons why they were unhappy with the Headteacher's
decision.
•
Any resolution they seek.
•
How they can be contacted.
The letter should not be sent to other governors or to the clerk to governors to be submitted
to a Governing Body Meeting.
This is because other governors may be needed if the complaint is progressed further through
the formal procedure. To fulfill such a role they must not have had prior involvement in the
complaint.
The Headteacher (Chair of Governors) should:
•
Acknowledge the letter within two working days of receipt.
(Complainants need to be aware that governors are not employees and may not receive the
communication immediately.) The Chair may nominate another governor to investigate, for
personal or contextual reasons. Apart from the ‘nominated governor’, the Chair must not
involve any further governors or report any detail to the Governing Body at this stage. They
should first contact the complainant to ascertain whether it is necessary to meet with them
in order to fully understand their complaint.
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•
Review the investigation conducted at stage 1 and carry out further enquiries if
required. Where the Chair/nominated governor receives a complaint they will conduct an
investigation and speak to everyone involved as soon as practicable. The investigation will
usually be within ten working days. (It is important to remember that governors are
volunteers and may have their own work commitments.)
•
Provide a written response with the outcome of the complaint. This should be within
a further five working days, unless additional time is arranged.
•
Advise the complainant that if they are dissatisfied with the outcome they may refer
the complaint to the Complaints Panel of the Governing Body at Formal Stage 3.
The timescales indicated in the Complaints Procedure are those which are expected in normal
circumstances. Where the complaint is detailed and/or requires an extensive investigation
the timescales may be increased. The complainant should be informed in writing of any
variations to the timescales indicated and given a revised timetable for resolving their
complaint.
FORMAL STAGE 3
Governors' Complaints Panel
If the complainant is dissatisfied with the outcome of the Headteacher’s (Chair of Governor’s)
investigation they should write to the Chair of Governors, within 10 working days of receiving
the response, stating why, and request that their complaint be referred to the Complaints
Panel of the Governing Body.
The Complaints Panel will comprise three Governors who have not previously been involved
in the complaint and/or do not have a personal or pecuniary interest. It may also be
inappropriate for the Complaints Panel to include teacher or staff Governors. In particular
circumstances, where the governing body is small and it is not possible to nominate 3
governors, who do not have prior involvement or an interest in the case, then the panel may
comprise 2 members.
The Clerk to Governors will convene a meeting of the Complaints Panel within 10 working
days of the request, or as soon as is reasonably practicable.
At least 5 working days before the meeting members of the Complaints Panel,
Headteacher/Chair and complainant will be provided with all papers to be considered at the
hearing, which should include, as appropriate:

•
A copy of the original complaint.
•
A copy of the outcome at Formal Stage 1.
•
A copy of the letter from the complainant expressing their dissatisfaction with the
outcome at Formal Stage 1.
•
A copy of the letter to the Headteacher (Chair of Governors) requesting an
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investigation at Formal Stage 2.
•
A copy of the letter sent to the complainant about the outcome at Formal Stage 2.
•
A copy of the letter from the complainant expressing their dissatisfaction with the
outcome at Formal Stage 2 and requesting that the complaint is heard by the Complaints
Committee.
The complainant should be invited to attend the meeting to state their case and should be
offered the opportunity to be accompanied by a friend or other adult if they wish. Normally
children should not attend. If the Complaints Panel thinks that it would be helpful for a child
to be present the Governors should seek the permission of the parents. The complainant
does not have to attend the meeting in which case the Complaints Panel will consider the
documentary evidence provided by the complainant.
The Headteacher and/or Chair of Governors should be invited to attend the meeting to state
their case. They do not have to attend a meeting, in which the Complaints Panel will consider
the documentary evidence relating to any investigation(s) the Headteacher or Chair of
Governors carried out.
The panel needs to take the following points into account:
•
The hearing is as informal as possible.
•
Witnesses are only required to attend for the part of the hearing in which they give
their evidence.
•
After introductions, the remit of the panel should be confirmed.
•
Clarification of time allocation/constraints and any potential for adjournment
•
Check all parties have all documentation.
•
Complainant is invited to explain their complaint, and be followed by their witnesses.
•
The headteacher may question both the complainant and the witnesses after each has
spoken.
•
The headteacher is then invited to explain the school’s actions and be followed by the
school’s witnesses.
•
The complainant may question both the headteacher and the witnesses after each has
spoken.
•
The panel may ask questions at any point.
•
The complainant is then invited to sum up their complaint.
•
The headteacher is then invited to sum up the school’s actions and response to the
complaint.
•
Complainant and headteacher parties leave together while the panel decides on the
issues.
•
The chair explains that both parties will hear from the panel within two working days.

Advice on conducting a complaint hearing may be sought from the Local Authority Governor
Support Service. In exceptional circumstances the Chair may wish to request the attendance
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of an appropriate LA officer to provide advice and guidance to the panel. Attendance by an
appropriate officer would be part of the authority’s traded services and subject to availability.
That person would not have any role in deciding the outcome but would advise on procedure.
The chair should arrange for notes, to aid the panel’s decision, to be taken during the hearing.
Schools may wish to seek the services of their clerk to governors in such circumstances.
In the event that further information is needed and it is not available at the time the meeting
may be adjourned and re-convened at a mutually convenient time. This should be as quickly
as possible and wherever practicable within five working days.
The panel can:
•
dismiss the complaint in whole or in part;
•
uphold the complaint in whole or in part;
•
decide on the appropriate action to be taken to resolve the complaint;
•
recommend changes to the school’s systems or procedures to ensure that problems
of a similar nature do not recur.
They should consider whether the earlier investigation(s) were conducted appropriately and
reasonably, whether the decision of the Headteacher /Chair of Governors was reasonable and
the panel may determine an alternative outcome to the complaint, where appropriate.
The decision of the Complaints Panel is final.
The Role of the Local Authority
The LA has no statutory role in resolving complaints other than those listed in Section 1 a) to
d) in section 1. The authority is not able to review the school’s response to a complaint and is
not an appeal body.
Unsatisfied Complainants
If a complaint is not resolved by the school, the complainant is not satisfied and wishes to
pursue the matter further, they may address their complaint to the Secretary of State for
Education. The formal complaint must have been through all the stages of the school’s
procedure.
Registered parents and carers may complain to Ofsted about issues that relate to the school
as a whole eg:
•
the education provided,
•
underachievement of pupils or different needs not being met,
•
poor leadership/management or waste of money,
•
the neglect of pupils’ personal development.
These issues must not relate to an individual pupil. Ofsted cannot investigate incidents or
review how a school has responded to a complaint.
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Repeated Complaints/Unreasonably Persistent Complainants and Unreasonable Behaviour
There is a procedure for dealing with unreasonably persistent complainants and/or
unreasonable complaints behaviour, available as Appendix 4

Flow Chart

Appendix 1

Please check the detail of the procedure for what needs to be included at each stage.

Appendix 2
Example of A Complaint Form
Please complete and return to Patricia Turner (complaints co-ordinator) who will
acknowledge receipt and explain what action will be taken.
Your name:

Pupil’s name:
Your relationship to the pupil:
Address:

Postcode:
Day time telephone number:
Evening telephone number:
Please give details of your complaint.
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What action, if any, have you already taken to try and resolve your complaint.
(Who did you speak to and what was the response)?

What actions do you feel might resolve the problem at this stage?

Are you attaching any paperwork? If so, please give details.

Signature:

Date:
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Official use
Date acknowledgement sent:

By who:

Complaint referred to:
Date:

Appendix 3
ADVICE , GUIDANCE AND INFORMATION

1.

Context

Governing Bodies are legally required to publicise their Complaints Procedure. The Governing
Body must decide how to fulfil this requirement but details of the Complaints Procedure could
be included in:
•
The school website
•
The school prospectus.
•
Information given to new parents when their children join the school.
•
Information given to the children themselves.
•
The home-school agreement.
•
School bulletins or newsletters.
•
Information given to community users and in letting agreements.
•
A specific complaints leaflet which includes a form on which a complaint can be made.
•
Posters displayed in the main entrance or reception area of the school and others used
by the public.

2.

Managing Complaints

2.1.

Principles

An effective Complaints Procedure will:
•
Encourage informal resolution wherever possible and practicable.
•
Be easily accessible and publicised.
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•
Be simple to understand and use.
•
Be impartial.
•
Be non-confrontational.
•
Allow swift handling with established time-limits for action and keeping people
informed of progress.
•
Ensure a full and fair investigation.
•
Respect and ensure confidentiality.
•
Address all the issues and provide an effective response and appropriate redress
where necessary.
•
Provide information to the school’s senior management team so that services can be
improved.
2.2.

Investigating Complaints

At each stage the person investigating the complaint, should make sure that they:
•
Establish what has happened so far, and who has been involved.
•
Clarify the nature of the complaint and what remains unresolved.
•
Contact the complainant and determine whether clarification or further information
is needed. Arrange to meet if necessary.
•
Ascertain what the complainant feels would put things right.
•
Interview the person who is the subject of the complaint and any other people
involved. They should be allowed to be accompanied if they wish.
•
Conduct interviews with an open mind to find out facts not judgements and be
prepared to persist in the questioning.
•
Keep notes of all interviews.
2.3.

Resolving Complaints

It is important to be aware from the outset of the ways in which a complaint can be resolved.
It might be sufficient to acknowledge that the complaint is valid in whole or in part and an
admission that the school could have handled the situation better is not the same as an
admission of negligence. In addition, it may be appropriate to offer one or more of the
following:
•
•
•
•
•
again.
•

An apology.
An explanation.
An admission that the situation could have been handled differently or better.
An assurance that the event complained of will not recur.
An explanation of the steps that have been taken to ensure that it will not happen
An undertaking to review school policies in light of the complaint.

It is useful to encourage complainants to indicate what actions they feel might resolve the
problem. In this respect it should be noted that complainants’ views on this may be
unreasonable and they should be made aware of what are reasonable and appropriate
outcomes in relation to the specific nature of their complaint.
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Identify areas of agreement and clarifying any issues can also create a positive atmosphere in
which to discuss any outstanding issues.

2.4.

Remit of The Complaints Panel

Governors sitting on the Complaints Panel need to be aware, and have a copy, of the
Complaints Procedure. The school should ensure that arrangements have been made for the
hearing to be minuted by the clerk to governors or other appropriate person. They should
determine who will chair the meeting and distribute an agenda. (Procedure of hearing
suggested above p.6)
The Complaints Panel should:
•
Consider the complaint in an independent and impartial way and must be seen to do
so.
•
Consider the complaint in private and confidentially.
•
Resolve the complaint and achieve reconciliation between the school and the
complainant.
•
Recognise the complainant might not be satisfied with the outcome if it does not find
in their favour.
•
Establish the facts and make recommendations which will satisfy the complainant that
the complaint has been taken seriously.
•
Acknowledge that a complainant may feel nervous and inhibited in a formal setting.
Also that parents often feel emotional when discussing an issue that affects their child.
•
Ensure that the proceedings are as welcoming as possible and that the layout of the
room will ensure the setting is informal and not adversarial.
•
Take extra care when the complainant is a child, so the child does not feel intimidated.
•
Give the views of children equal consideration to those of adults.
•
Give the parent(s) of a child the opportunity to say which parts of the hearing, if any,
their child needs to attend.
2.5

Time Limits

Complaints need to be considered, and resolved, as quickly and
efficiently as possible. An effective complaints procedure will have realistic time limits for
each action at each stage. In circumstances where further investigations are necessary new
time limits can be set and the complainant should be sent details of, and reasons for, the new
timescale.
2.6

Recording Complaints

The Headteacher should arrange for a confidential record to be kept in a complaints file of
the nature and progress of all complaints, when they were made, and their final outcome.
The record should include notes of all meetings and what was discussed and agreed. Notes
of telephone calls and
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conversations should be kept along with a copy of any verbal or written response included in
the record.
The purpose of the Record is for monitoring purposes only and not as a source of information
for future references or other issues.

2.7

The Role of the Governing Body

If a School Governor is directly approached by a complainant it is important that the Governor
clarifies that they can only give general advice about how their complaint might be dealt with.
The Governor should encourage the complainant to talk to the staff member or Headteacher
who will attempt to resolve their complaint informally in the first instance. The Governor
should also inform the Headteacher and Chair of Governors about the complaint as soon as
possible. If it becomes clear that the complaint is about the Headteacher, the complainant
should be advised to contact the Chair of Governors.
It is important to note that when a Governor becomes involved in this way they cannot take
part in any of the formal procedures which may follow. It may, however, be appropriate for
them to accompany the complainant to a planned meeting with a member of staff or the
Headteacher. This would normally only be necessary if the complainant appears
uncomfortable about attending a meeting with the member of staff or Headteacher.
Governing Bodies may want to monitor the level and nature of complaints and review the
outcomes on a regular basis to ensure the effectiveness of their procedure and make changes
where necessary. Information about complaints presented to the Governing Body for
monitoring purposes should not name individuals and should be reported in very general
terms. (eg the school received a complaint relating to health and safety and therefore the
relevant committee will review policy)
The monitoring and review of complaints by the school and the Governing Body can be a
useful tool in evaluating a school’s performance and contribute to school improvement. As
well as addressing an individual’s complaints, the process of listening to, and resolving,
complaints may identify underlying issues that need to be addressed and ensure more
effective school management and routines, e.g. reviewing the anti-bullying policy.

Appendix 4
Procedure for dealing with Unreasonably Persistent Complainants
and Unreasonable Complainant Behaviour
1.

Introduction

The school is committed to dealing with all complaints fairly and impartially and to
providing a high quality response to complainants. Having a procedure on unreasonably
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persistent complainants and unreasonable complainant behaviour helps the school to deal
with complainants in ways which are consistent and fair.
2.

Definitions

The school has adopted the definition of ‘unreasonable’ and ‘unreasonably persistent’
complainants as those who, because of the frequency or nature of their contacts with the
school, hinder the school’s consideration of their, or other people’s, complaints.
Unreasonably Persistent Complainant Behaviour
Examples of unreasonably persistent complainant behaviour include:
•
Introduction of trivial or irrelevant new information and expecting it to be taken into
account and commented on, or raising large numbers of detailed but unimportant questions
and insisting they are all fully answered.
•
Adoption of a ‘scattergun’ approach - pursuing a complaint with the school and, at the
same time, with the local authority and/or with other parties e.g. MPs, Councillors, Police,
solicitors, etc
•
Making excessive demands on the time and resources of staff whilst the complaint is
being investigated e.g. excessive telephoning or sending e-mails to staff, writing lengthy
complex letters every few days and expecting immediate responses.
•
Submission of repeat complaints, after the complaints process has been completed,
essentially about the same issue but with additions/variations which the complainant insists
make these ‘new’ complaints which he/she wants to be put through the full complaints
procedure.
•
Refusal to accept the decision reached on the complaint, repeatedly arguing the point
and complaining about the decision.
This list is not exhaustive and unreasonably persistent complainant behaviour is not limited
to one, or a combination of any, of the above.

Unreasonable Complainant Behaviour
Unreasonable complainant behaviour can come about when the situation between the
School and a complainant escalates and the complainant’s behaviour becomes unacceptable
e.g. abusive, offensive, or threatening. Examples of unreasonable complainant behaviour
include:

145

•
Refusal by complainant to specify the grounds of a complaint, despite offers of
assistance from the Headteacher.
•
Refusal by complainant to co-operate with the complaints process, yet still wanting
his/her complaint to be resolved.
•
Refusal to accept that issues raised are not within the remit of the complaints
procedure.
•
Insistence that the complaint be dealt with in ways which are incompatible with the
School’s adopted complaints procedure.
•
Making apparently groundless complaints about staff/governor dealing with the
complaint and seeking to have those staff removed/replaced.
•
Changing the basis of the complaint as the investigation proceeds and/or denying
statements he/she made at an earlier stage.
•
Electronically recording meetings and conversations without the prior knowledge and
consent of the other persons involved.
This list is not exhaustive and unreasonable complainant behaviour is not limited to one, or a
combination of any, of the above.
3.

Aim

The aim of the procedure for dealing with unreasonably persistent complainants and
unreasonable complainant behaviour, is to deal fairly and honestly with the complainant
whilst ensuring that other service users and staff/governors do not suffer any detriment from
people making repeated and persistent, unreasonable complaints.
4.

Dealing with Unreasonably Persistent Complainants

The decision to designate someone as unreasonably persistent can only be made by
the Chair of Governors in consultation with the Headteacher. As appropriate, staff and
governors should be informed that contact with a named complainant is being restricted and
why, and who will have access to that information on request.

5.

Assessing whether the action is proportionate and necessary
Consideration of the following points, together with any other relevant factual
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information, will be necessary to assess whether the proposed action is proportionate and
necessary:
•
Is the complaint being investigated properly and in accordance with the School’s
procedure for investigating complaints?
•

Is there another, more specific, path for the complainant to follow.

•

Are the correct timescales being adhered to?

•

Has the complainant been advised of any delays that may have occurred?

•
Are the considerations/decisions reached, as part of the investigation, being reached
correctly?
•

Have communications with the complainant been adequate, clear and co-ordinated?

•
Has consideration been given to the possibility of mental health problems, learning
disabilities, or personality disorders?
•
Is the complainant now providing any significant new information that might affect
the School’s view of his/her complaint?
6.
Assessing whether further action is necessary before designating the complainant
‘unreasonably persistent’
If satisfied on these points, consideration should be given to whether further action is
necessary prior to making the decision to designate the complainant as unreasonably
persistent, for example:
Have any meetings taken place between the complainant and the Headteacher and
Chair of Governors? If not, unless there is a known risk about such a meeting, would this be
likely to help the situation? The complainant may be accompanied by an advocate, if he/she
wishes, if it is considered that a meeting may help the situation.
7.

Applying restrictions

Before applying any restrictions, the complainant should be given a warning in writing
that if his/her actions continue, the school may decide to treat him/her as an unreasonably
persistent complainant and explain why.
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Options for action
The precise nature of the action the School decides to take should be appropriate and
proportionate to the nature and frequency of the complainant’s contacts with the School at
that time. It is important, however, to ensure that the Complaints Procedure has been
followed.
The following is a list of some possible actions for managing a complainant’s
involvement with the School:
•

Placing time limits on telephone conversations and personal contacts.

•
Restricting the number of telephone calls that will be taken e.g. one call on one
specified day of any week.
•
Limiting the complainant to one contact medium e.g. telephone, letter, e-mail and/or
requiring the complainant to communicate with one named member of staff.
•

Requiring personal contacts to take place in the presence of a witness.

•

Refusing to register/process further complaints about the same matter.

The list is not exhaustive and local case by case factors may be relevant in deciding
appropriate action.

8.

Completed complaints

Where the complaint has gone through Stage 3 of the School’s corporate complaints
procedure then there is no further avenue through which to pursue the matter with the
school. Should correspondence from the complainant continue, the Chair of the Governing
Body will write to the complainant to inform him/her that the matter is at an end and the
School will not enter into further correspondence about the complaint, and any further letters
on the same subject will be read and placed on file, but will receive no acknowledgement or
response.
9.

Dealing with Unreasonable Complainant Behaviour

The School has a duty to ensure the health, safety and welfare of its staff and it does
not expect staff to tolerate language or behaviour by complainants which is abusive,
offensive, or threatening.
Members of staff who feel threatened or intimidated by the language or behaviour of
complainants should report their concerns to their Headteacher, copied to Chair of
Governors:
Whether to write to the complainant, requiring him/her not to repeat the behaviour
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and, if necessary, setting conditions and restrictions for further contact with staff.
Whether to report the incident to the Police.
This procedure sits alongside existing policies as a means of addressing the full
spectrum of behaviours which the School may need to address.
9.1

Telephone contact

During a telephone conversation, if staff consider that the caller is becoming
aggressive and/or offensive, they will inform the caller that they will terminate the
conversation unless such behaviour ceases. If the aggression continues, the member of staff
will terminate the call and a note will be placed on file explaining why the call was terminated.
Repeated calls of this nature are considered to be unacceptable and should be
reported to the Headteacher to determine appropriate action.
9.2

Personal contact

Visitors to School premises may show aggressive behaviour when they do not achieve
the aim of their visit. Triggers for unreasonable behaviour can include:
•
Not being able to see the person he/she holds responsible for his/her current situation
or discontentment.
•
Not being allowed instant access to the Headteacher.
•
Not being able to resolve his/her complaint during his/her visit.
Examples of aggressive and unreasonable behaviour can include:
•
Shouting loudly and making demands to see the staff member he/she holds
responsible.
•
Making threats to members of staff who are trying to help.
•
Using abusive and upsetting language to members of staff.
•
Refusing to leave until the problem is resolved.
•
His/her continued presence causes disruption/distress to other visitors.
Difficult situations such as this can sometimes be resolved by being patient, remaining calm,
listening and identifying the exact nature of the problem.
If it is not possible to resolve the situation actions may include:
•
Ensure another member of staff is present. If this is not practicable, assess the
situation and decide what action you should take eg leave the room to seek assistance.
•
Telephone to ask for further assistance if necessary and possible.
•
If applicable, try to remain behind a desk/table/counter – this acts as a barrier and
maintains a distance, thus reducing the risk of violent behaviour.
•
If the complainant refuses to calm down, raise the alarm to ask for assistance.
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•
Explain clearly that you are unable to help any further but that you will pass on the
details of his/her complaint to the relevant person, then, if necessary, ask the complainant to
leave the premises.
•
As soon as possible after the incident, write up a clear account of what has happened,
listing those present at the time. Sign and date the document and forward to the
Headteacher.
This list is not exhaustive and unreasonable complainant behaviour is not limited to one, or a
combination of any, of the above.
Where the behaviour is so extreme that it threatens the immediate safety and welfare of the
School’s staff, other options will be considered e.g. reporting the matter to the Police or taking
legal action. In such cases, the complainant may not be given prior warning of that action.
10.

Application of the Procedure

If the decision is made to apply the procedure, the Chair of Governors will write to the
complainant to:
•
•
•
•
•

Inform him/her that the decision has been taken to invoke the procedure.
Explain what it means for his/her contacts with the School.
Explain how long any restrictions will last.
Explain what the complainant can do to have the decision reviewed.
Enclose a copy of the procedure with the letter.

11.

Records

Adequate records must be kept of all contacts with unreasonably persistent
complainants and complainants behaving unreasonably. The information should be treated
as confidential and only shared with those who may be affected by the decision.
Key information to be recorded includes:
•
When a decision is taken to apply, or not to apply, the procedure following a request
to do so by a member of staff.
•
When a decision is taken to make an exception to the procedure after it has been
applied, e.g. if extenuating circumstances subsequently come to light.
•
When a decision is taken, and the reason, not to put a further complaint from the
same complainant through the complaints procedure.
•
When a decision is taken not to respond to further correspondence, having made sure
that any further letters, faxes, e-mails, etc from the complainant do not have any significant
new information.
12.
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Future Complaints by the same Complainant

When/if the complainant makes a complaint about a new issue this should be treated
on its merits and a decision will need to be taken on whether any restrictions which have been
applied before are still appropriate/necessary.
13.

Reviews of Decisions

Reviews of decisions to restrict a complainant’s contacts, or the School’s responses to
those contacts, should be carried out in accordance with agreed timescales or at least every
six months by the Headteacher and Chair. If no further contact has been received from the
complainant over a period of six months, consideration may be given to cancelling the
restrictions. However, urgent assessment will be necessary to re-introduce them if behaviour
which led to the original decision recommences.
The Complainant may request that the Governing Body review the decision of the
Chair and Headteacher by submitting their reasons in writing. The Governing Body will
consider the decision at their next meeting.
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MATERNITY, PATERNITY, ADOPTION &
PARENTAL LEAVE
HEADTEACHER

TRISH TURNER

Maternity, Paternity, Parental and Adoption Leave Schemes
1
Introduction
1.1
Scope
1.2
Risk assessment
2.
Maternity Leave
2.1
Notes on maternity leave
2.2
Sickness
2.3
Annual leave and bank holiday – support staff
2.4
Annual leave and bank holiday – teachers
2.5
Time off for Antenatal care
3.
Maternity Pay
3.1
Maternity Pay - Benefits, statutory maternity pay (SMP)
3.2
Notes on maternity pay
3.3
Maternity Allowance/Non-qualification for SMP
3.4
Pensions
3.5
Application for Maternity leave
4.
Returning to work
4.1
After the birth
4.2
Right to return
4.3
Failure to return
4.4
Protection against detriment or dismissal
4.5
Interruption of work
4.6
Keeping in touch days; Maternity leave plan; Notification of maternity model letter
5.
Adoption & Fostering
5.1
Leave entitlement
5.2
Pay
5.3
Applying for Adoption Leave
5.3.1 Notes on adoption leave
5.4
Keeping in Touch Days
5.5
Return to work
5.6
Pensions; Notification of adoption model letter: Maternity leave/Adoption leave
flowchart
5.7
Leave for Foster Caring
6.
Paternity Leave
6.1
Ordinary Paternity Leave
6.2
Notification of Ordinary Paternity Leave
6.3
Ordinary Statutory Paternity Pay
6.4
Additional Paternity Leave
6.5
Notification of Additional Paternity Leave
6.6
Additional Statutory Paternity Pay
6.7
Returning to Work After Additional Paternity Leave

6.8
Keeping in touch days
6.9
Rights on and After Return to Work
6.10 Pensions; Paternity Leave Application Form
7.
Parental Leave
7.1
Eligibility
7.2
Notes on parental leave
7.3
Applying for Parental Leave; Parental Leave Application Form
8.
Shared Parental Leave
8.1
What is Shared Parental Leave?
8.2
How Will Shared Parental Leave Operate?
8.3
Continuous and Discontinuous SPL
8.4
Eligibility
9.
SPL Guidance for Headteachers and Governing Bodies
9.1
When does SPL take effect?
9.2
What notice must employees give if they intend to take SPL?
9.3
Can I refuse a request to take SPL?
9.4
Can I insist on evidence that an employee is entitled to SPL?
9.5
Can an employee take SPL if his/her partner is self-employed?
9.6
Can same sex couples take SPL?
9.7
Are parents entitled to SPL if their baby is due before 5 April 2015 but is born on or
after that date?
9.8
Can employees on SPL take Keeping in Touch days?
9.9
Do employees receive statutory pay while on SPL?
10.
Employee Guidance on Shared Parental Leave
10.1 Eligibility - Shared Parental Leave
10.2 Eligibility - Shared Parental Pay
10.3 Will SPL work for you?
10.4 How much leave and pay am I entitled to and when can I take it?
10.5 What happens to my pension when on SPL?
10.6 How do I apply?
Notice of Entitlement and Intention to take Shared Parental Leave and Pay
Model letters for use in connection with SPL
Appendix 1 : Payroll procedure for processing Paternity leave for Teachers:

1.

INTRODUCTION

A good employer recognises the value of its employees and aims to retain the skills and
experience of employees in the workforce who have caring, as well as work, responsibilities. In
addition there are statutory duties placed on the employer. These guidelines reflect recent
legislation, case law and how instances of teachers’ accrual of annual leave should be
accommodated. The statutory rights fall into the following areas:
•
•
•
•
•
•
•

Maternity Leave
Maternity Benefits
Time off for Antenatal Care
Protection against detriment or dismissal
Paternity Leave & pay
Parental Leave
Adoption Leave

1.1.

Scope

These procedures apply to all employees of the school who qualify.
1.2.

Risk Assessment

The Management of Health and Safety at Work Regulations 1999 requires risk assessments to be
undertaken for all pregnant employees to identify if any hazards exist within the workplace that
could affect them or their baby.
Where unacceptable hazards are found, corrective action will be taken wherever possible to
protect the pregnant employee. If this is not possible further or other measures may be required.
All pregnant employees should receive a copy of the Risk Assessment form within 14 days of
notification to the Headteacher of the impending birth. Schools purchasing the traded service
can obtain a risk assessment form from the Childrens Services Dept Health & Safety (H&S) section
via the Extranet. It is important that employees inform the Headteacher as soon as they become
aware that they are pregnant so that a risk assessment can be carried out for them. Any concerns
regarding their routine should be discussed immediately with their Headteacher.
Upon notification of an employee being pregnant they should be informed of the flexible working
application form in the Leave of Absence policy. Full guidance on applying for flexible working
can be found in the Authorised Leave of Absence Policy.
The Risk Assessment form can be found on the Children’s Services Health & Safety section of the
Extranet.
•
Provision should be made to allow the pregnant employee to take rest periods when
possible.
•
Follow any advice given to the pregnant employee by her GP, midwife or any other
appropriate medical adviser.
•

The pregnant employee should keep school management informed of any changes to her

condition or that of her unborn child.
•
Review the risk assessment periodically throughout the pregnancy and for six months
after the birth, in particular if there is a significant change in the health and condition of the
pregnant worker or her unborn child.
•

The risk assessment should remain in place for six months following the birth.

2.

MATERNITY LEAVE

All employees, regardless of hours of work or length of service are entitled to 52 weeks’ statutory
maternity leave comprising 26 weeks ordinary maternity leave (OML) and 26 weeks additional
maternity leave (AML). Please see section 8 onwards for information on Shared Parental Leave.
2.1.

Notes on Maternity Leave

•

Maternity leave can start on any day.

•
The earliest date is 11 weeks (at 29 weeks pregnant) prior to the expected week of
childbirth (EWC). The ‘expected week of childbirth’ (EWC) means the week starting on a Sunday
during which you are expected to give birth.
•
The latest date maternity leave commences is the day after the birth, if the baby is born
earlier than expected.
•
If the employee is sick and absent from work with a pregnancy related illness within 4
weeks before the baby is due, maternity leave will commence automatically on the day after the
first day of absence.
•
There is 2 weeks’ compulsory maternity leave for all employees immediately following
the birth.
•
In the unfortunate event of a stillbirth, the employee is entitled to the full provisions of
the maternity leave scheme, if this has occurred after 24 weeks of pregnancy. If earlier, then the
Governors may grant time off under the provision of the Special Leave Scheme. Support may be
provided through the Employee Counselling Service. Purchase of the Local Authority’s HR Advice
and Guidance Service automatically entitles schools to access this. Other schools may purchase
the Welfare service separately.
2.2.

Sickness

Any period of Maternity Leave is not sick leave and will not be taken into account when
calculating sick leave entitlements. If an employee is absent due to sickness, other than
pregnancy related, the normal sickness provisions will apply. Providing the employee complies
with the normal sickness scheme provisions which apply to their post, the employee’s absence
will then be treated like that of any other employee who is unable to attend work due to sickness.
2.3.

Annual Leave and Bank Holidays – Support Staff

Staff who have an annual leave entitlement, e.g. caretakers, accrue bank holidays and annual
leave during maternity leave and can either carry it forward or use it for a paid period of deferral
to return to work. Staff should discuss how and when they will take their annual leave
entitlement.
Staff who are employed term-time only are paid the proportional amount of annual leave with
their salary each month and this forms part of their maternity pay calculation. There is therefore
no accrual of annual leave during their period of maternity leave.
2.4.

Annual Leave and Bank Holidays - Teachers

Teachers do not have a ‘contractual’ entitlement to annual leave; they do however have a
‘statutory’ right under the Working Time Regulations to minimum leave entitlements. The leave
year for teachers would be from 1 September until 31 August. With effect from 1st April 2009
this entitlement is 28 days (5.6 weeks and is inclusive of Bank Holidays).
This is not an entitlement to annual leave on top of the current school closure arrangements.
Local Authorities have been advised by the ‘Local Government Employers’ that: •
A teacher who takes maternity leave must be able to take the 28 days statutory annual
leave outside of her maternity leave.
•
This annual leave can be offset by any period of school closure during the leave year in
question i.e. both before and after the maternity leave period.
•
Teachers are advised prior to commencing maternity leave of the entitlement to 28 days’
annual leave to be taken either before or after the maternity leave, during school closure periods.
On her return from maternity leave, outstanding leave can be taken in term time during that
leave year if there are insufficient school closures to accommodate her leave in that year. As the
leave year in Derbyshire runs from 1 September to 31 August a teacher returning from leave prior
to the end of the leave year will be able to take their leave during the summer school closure, in
view of this it is not anticipated any teacher will take leave during term time.
•
Where return from maternity leave is so close to the end of the leave year that there is
not enough time to take all her annual leave, it can be carried forward to the following leave year
and be taken during the remaining periods of school closure, after the 28 days’ annual leave for
that year has been accommodated.
Pay in lieu of annual leave not taken can only be made where employment terminates i.e. usually
only if a teacher does not return to her job following maternity leave (pay in lieu would be based
on Annual Leave Entitlement for the proportion of the year worked minus the ‘annual leave’ –
school closure periods - taken that year prior to the termination date)
2.5.

Time Off for Antenatal Care

All pregnant employees are entitled to paid time off for antenatal care, including relaxation,
‘parent craft’ classes and medical examinations.

An employee can be requested to show a certificate from a registered medical practitioner or
midwife confirming the pregnancy and an appointment card.
3.

MATERNITY PAY

3.1. Maternity Pay – Up to a maximum of 39 weeks (9 months), dependent upon eligibility
for Statutory Maternity Pay (SMP) and Occupational Maternity Pay (OMP).
•
This is SMP of 6 weeks at 90% of earnings.
In the case of teachers, they will be paid full pay for the first 4 weeks of maternity leave and 2
weeks at 90% pay, if they meet the service requirements for occupational maternity pay.
•
+ 12 weeks (weeks 7 to 18) at half pay OMP plus SMP (providing this does not exceed
normal full pay);
•

+ 21 weeks at SMP (weeks 19 to 39).

The eligibility for occupational maternity pay is dependent on being employed in local
government service for 52 weeks by the Sunday of the 11th week before the expected week of
childbirth (at week 29 of the pregnancy they have been employed for 1 year or more).
The 12 weeks’ half pay is paid if the employee is returning to work for at least 3 months (13
weeks). This period applies even if a full-time employee successfully applies for a reduction to
part-time working on their return. If you are unsure whether you intend to return to work you
can opt to have the half pay frozen and paid at a later date.
Eligibility for SMP is dependent on being employed continuously for at least 26 weeks (6 months)
by the 15th week before the expected week of childbirth (week 25) and the employee must earn,
on average, at least equal to the lower earnings limit for National Insurance purposes 8 weeks
prior to this date (between weeks 17 to 25).
3.2. Notes on Maternity Pay
Childcare Vouchers
•
Maternity pay will be reduced if childcare vouchers are used during this period. Details
relating to childcare vouchers are available through HR from the Local Authority. Childcare
vouchers offer national insurance and tax deductions from your childcare costs.
Pay Award
•
Both statutory and occupational payments are recalculated to reflect pay awards where
necessary.
Low Income
•
Employees on a low income may also qualify for a SureStart Maternity grant. Form SF100
SureStart is available from the Jobcentre Plus and this grant may be claimed from week 29 of the
pregnancy or no later than 3 months after the child’s birth. (A SureStart Maternity grant is
available if you are expecting your first child or you are expecting a multiple birth and already
have children in the family.)
Where an employee has more than one contract, Occupational Maternity Pay will be paid on the

aggregated earnings of the contracts. In the case of Statutory Maternity Pay (SMP) this will be
aggregated only if pay is aggregated on the contracts. If pay is made separately on each contract,
then entitlement to SMP will be determined on each contract.
3.3.

Maternity Allowance/Non-Qualification for SMP

Employees not eligible to receive SMP may be entitled to claim Maternity Allowance (MA) from
the Department for Work and Pensions (DWP), through Job Centre Plus:
•
The 12 weeks’ half pay OMP (weeks 7 to 18) will be paid in addition to any Maternity
Allowance, provided it does not exceed full pay. The first 6 weeks’ pay is less Maternity
Allowance.
The LA will provide a form, SMPI, to submit to Job Centre Plus, confirming the reason why SMP
is not payable.
3.4.

Pensions

The Employer will pay pension contributions throughout Ordinary Maternity Leave (OML)
whether or not an employee received any pay.
Members of the local government pension scheme will pay contributions on any pay or
allowances received (up to 39 weeks of SMP)
An employee will pay contributions based on her actual pay. If she does not qualify for SMP and
receives no pay, then no contributions will be payable.
This period of service counts as reckonable for pension purposes. If the employee has any unpaid
Additional Maternity Leave, it will not be reckonable for pension purposes. Employees can opt
to pay arrears of contributions in order for this period of unpaid leave to count but they would
need to arrange this within 30 days of their return to work.
3.5.

Application for Maternity Leave

(See Flowchart p20)
•
The employee must inform the Headteacher as soon as possible that they are pregnant
and she/he will carry out a risk assessment. On the Schools’ Extranet there is a form available
from Children’s Services Health and Safety section and advice available to schools purchasing the
LA traded service.
The Headteacher may request support from Occupational Health.
•
The employee must notify the headteacher in writing when the baby is due and when
they wish to commence maternity leave (see Maternity Plan on p11). This should be as early as
possible but by the end of the 15th week before the expected week of childbirth (qualifying week)
at the latest (week 25). The employee will also need to submit a MAT B1 (issued at Ante-natal
clinic at approximately week 26) to the headteacher.

•
Headteachers need to send the form to HR Shared Services Centre (where the school
purchases HR Transactional service from the authority) and a response will be sent to the
employee within 28 days, informing them when they are due back at work. The employee must
return the slip on this letter to confirm maternity leave to the HR Shared Services Centre (where
the school purchases the service).
•
Prior to commencement, the employee should discuss and agree with the headteacher
the type and frequency of contact they prefer while on maternity leave. For instance the
headteacher may wish to contact the employee to inform her of training opportunities,
significant developments, promotional opportunities and vacancies that occur.
4.

RETURNING TO WORK

4.1.

After the Birth

The baby’s birth needs to be registered within 42 days of the birth at a register office. Employees
can then claim Child Benefit and the claim should be made within 3 months of the birth.
The employee has the right to return to their existing post after taking ordinary maternity leave
(up to 26 weeks).
•
Prior to going on maternity leave, there is no longer a requirement for an employee to
advise if and when she is returning to work. However, you may wish to discuss her intentions
during routine contact.
•
The employee can opt to return to work earlier than planned from maternity leave but
she will need to provide a minimum of 21 days' notice and ideally provide as much notice as
possible. The employee cannot return to work within 2 weeks of giving birth.
Only when an employee wants to come back to work before the end of the 26 weeks ordinary
maternity leave (OML), should she advise her Headteacher, 3 weeks prior to early return.
In the case of Additional Maternity Leave, (AML), which starts at the end of OML for up to 26
weeks a Headteacher can write 21 days before the end of OML asking for confirmation of the
child’s date of birth and asking whether she intends to return to work after AML. Employees
have the right to return to their original job after taking AML, unless this is not reasonably
practicable. In which case, the employee will be offered suitable alternative employment on no
less favourable terms than the original post.
4.2.

Right to Return

If a redundancy situation exists and the employee is unable to return to work, a suitable
alternative vacancy, where one exists, will be offered. If a re-organisation has taken place, this
might necessitate a change in job to the one occupied prior to maternity leave. During maternity
leave employees will be made aware of any potential changes which may affect their working
arrangements.
The employee has the right to request flexible working. Every consideration will be given to
flexible working arrangements and support facilities, subject to service delivery needs. In certain

circumstances, there may be a need to offer a suitable alternative post or duties in the same
school. Governors should be aware that a refusal to allow flexible working following a return
from maternity leave may result in a claim of indirect sexual discrimination. There is a right to
appeal if the initial request is refused. (Procedure and forms for requesting flexible working are
located in the Authorised Leave of Absence Policy)
In any of the above situations, the position, location, terms and conditions of the alternative post
should be no less favourable than prior to maternity leave.
Once an initial request for flexible working has been made, a further request may only be made
after a 12 month period.
If the employee is still breastfeeding when she returns to work she will need to notify the
Headteacher, who will carry out a risk assessment and discuss appropriate arrangements with
her.
4.3.

Failure to Return

As the contract of employment continues throughout the maternity leave the contract can only
be terminated by dismissal or resignation. It is important that an employee is aware of the date
on which she must return and the consequence of failing to do so. Any failure to return is an
unauthorised absence and should be dealt with as such.
An employee may postpone her return to work after the end of maternity leave through sickness
for up to 7 days by self-certification. A medical certificate will be needed thereafter.
4.4. Protection against Detriment or Dismissal
•

Any dismissal or selection for redundancy relating to a pregnancy is automatically unfair.

•
It is unlawful for an employee to suffer detrimental treatment at work throughout
pregnancy, i.e. from notification to the end of the leave period.
•
Any employee dismissed during pregnancy, or on maternity leave, will be entitled to
receive written reasons for dismissal.
4.5.

Interruption of Work — (i.e. Industrial Action)

An employee may delay her return to work in a situation where because of industrial action or
some other reason work is interrupted - she may instead return when work resumes or as soon
as reasonably practicable thereafter.
In circumstances where a return to work date has not been notified by an employee she may
return, by giving at least 7 days written notice. Such notice must be received no more than 14
days after the cessation of the industrial action.
4.6.

Keeping in Touch Days (KIT Days)

Where employees and employers agree, a woman on maternity leave can go into work for up to
10 days without losing her right to maternity leave or a week’s statutory pay. The employee

remains on maternity leave during this period.
Payment should be made based on the existing rate of pay, for the number of hours worked. Any
hours worked in a day during an employee’s maternity leave period will count as a whole KIT day,
up to 10 days maximum.
If a woman works more than 10 KIT days they are deemed to have returned to work and therefore
lose their right to SMP for any week in which they have worked under their contract.

EMPLOYEE’S MATERNITY LEAVE PLAN
1.
Name……………………………

2.

2(a)

3(a)
3(b)

3(c)

Date…………………………………

Employee No…………………..
School ………………………………
I am pregnant and my baby is due in the week Employees should notify the school at least
beginning (expected week of childbirth):
15 weeks before the expected week of
childbirth when they intend to start
Date…………………………..
maternity leave.
As you requested I have attached a MAT B1 Please obtain a certificate from your doctor
certificate confirming this
or a midwife giving the expected week of
childbirth.
I intend to take Ordinary Maternity Leave
Ordinary Maternity Leave lasts for 26
Yes/No (delete as appropriate)
weeks.
I also intend to take my full SMP entitlement (39 Ordinary maternity leave lasts for 26 weeks
weeks maternity leave)
and additional maternity leave lasts for 26
Yes/No (delete as appropriate)
weeks.
I also intend to take Additional Maternity Leave: (52 Additional Maternity Leave runs from the
weeks maternity leave in all)
end of Ordinary Maternity Leave for a
Yes/No (delete as appropriate)
further 26 weeks.
Return to work
Yes/No/Defer Decision (delete as appropriate)

In order to qualify for 12 weeks’ additional half pay employees must have one year’s service at the Qualifying
Week (11th week before expected week of birth) and must return to work for 3 months*.
Please choose 1 from the following options:
a) at present I intend to return to work – please pay me my 12 weeks’ half pay which I will repay if I
subsequently do not return to work
YES/NO
b) at present I do not intend to return after the birth of my child – please withhold my 12 weeks’ half pay
YES/NO
c) at present I do not know/I do not wish to tell you whether I am returning to work – please retain my 12
weeks’ half pay which will become payable should I return to work for 3 months or more
YES/NO

This model letter may be used to advise your Headteacher/Local Authority that you are pregnant.
Notification must be at least 15 weeks before your expected week of childbirth.
School: …………………………………………
Employee No: ………………………………….

Dear……………………………

I am writing to tell you that I am expecting a baby, and it is due on………………………..
At present I intend to take maternity leave from…………………………………… and I expect/ do not expect* to return
to work after the baby is born. Please send me all relevant information.
If my circumstances change I will let you know.
Please arrange for a risk assessment to take place as soon as possible.

Yours sincerely,

* Please delete as applicable

5.

ADOPTION & FOSTERING

5.1. Leave Entitlement for Adoption (see 5.7 for fostering)
•
Time off to attend appointments (if these cannot be accommodated outside the
employee’s normal working pattern).
•
52 weeks adoption leave. This is defined as 26 weeks ordinary adoption leave and 26
weeks additional adoption leave. Accrued annual leave and bank holidays may be taken before
adoption leave commences
In order to qualify for adoption leave the employee must:
•
•
•

have 26 weeks’ service by the notification week (6 months)
be the only partner/civil partner/same sex partner taking adoption leave
be newly-matched with a child for adoption and by an approved adoption agency.

Please see Section 8 onwards for information on Shared Parental Leave.

5.2. Pay - Statutory Adoption Pay (SAP) for 39 weeks (9 months), dependent upon eligibility
for SAP and Occupational Adoption Pay (OAP)
•
This is 6 weeks at 90% of earnings. Teachers are paid 4 weeks at full pay and 2 weeks at
90% of earnings.
•
+ 12 weeks (weeks 7 to 18) at half pay OAP plus SAP (providing this does not exceed
normal full pay)
The 12 weeks OAP half pay is paid if the employee is returning to work for at least 3 months and
can be spread over a longer period if requested.
The eligibility for 12 weeks occupational adoption pay at half pay is dependent on being
employed in local government service for 52 weeks. When the employee commences adoption
leave they will have been employed for 1 year or more.
•

+ 21 weeks at SAP (weeks 19 to 39)

Eligibility for SAP is dependent on being employed continuously in local government service for
at least 26 weeks (6 months) and the employee must earn, on average, at least equal to the lower
earnings limit for National Insurance purposes.
5.3. Applying for Adoption Leave
•
The employee must inform the headteacher as soon as possible that they are adopting a
child.
•
The employee must notify the headteacher in writing when the child will be placed and
the date they have chosen for the adoption leave to commence (they are required to provide a
copy of the matching certificate). The original documentation will need to be sent to the HR
Shared Services Centre (for purchasing schools) with a completed form SC8 (HMRC)
•
Following the receipt of the notification letter the employee will receive a written
acknowledgement within 28 days informing them when they are due back at work from the HR
Shared Services Centre. The employee is entitled to 52 weeks adoption leave. The employee
must return the slip from the letter to confirm adoption pay arrangements during their adoption
leave to the HR Shared Services Centre (for schools purchasing the LA Transactional HR service)
5.3.1. Notes on Adoption Leave
•
Prior to commencing adoption leave the headteacher should discuss and agree with the
employee the type and frequency of contact he/she prefers whilst on adoption leave. The
headteacher may wish to contact the employee to inform them of any training opportunities,
significant work developments, any relevant promotional opportunities or job vacancies that may
occur during the absence.
•
No notice is required if the employee intends to return to work at the end of the full
adoption leave period.
•

The employee can opt to return to work earlier than planned from adoption leave but will

need to provide a minimum of 21 days’ notice but ideally provide as much notice as possible.
5.4. Keeping in Touch (KIT) days
•
By mutual agreement the employee can work for 10 days during adoption leave though
they are not obliged to do so.
•
They will receive payment for the number of hours worked without it affecting the SAP
or adoption leave entitlement.
•

The employee will remain on adoption leave during this period.

•
The payment rate will be the existing rate of pay. The employee will only be paid for the
time worked. If they attend work for 1 hour this will count as 1 KIT day.
5.5. Return to work
•
The employee will be able to return to their existing post after taking ordinary adoption
leave.
•
If they also take additional adoption leave they have the right to return to their original
job unless this is not reasonably practicable. Then the employee will be offered suitable
alternative employment on terms no less favourable than the original post.
•
The employee has the right to request flexible working. The request will be fully
considered by the Governing Body and the employee will be notified regarding the decision.
Once an initial request has been made a further request for flexible working can only be made
after a 12 month period. If the application is refused the employee can appeal against the
decision.

5.6.

Pensions

The Employer will pay pension contributions throughout Ordinary Adoption Leave (OAL) whether
or not an employee received any pay.
Members of the local government pension scheme will pay contributions on any pay or
allowances received (up to 39 weeks of SAP)
An employee will pay contributions based on her actual pay. If she does not qualify for SAP and
receives no pay, then no contributions will be payable.
This period of service counts as reckonable for pension purposes. If the employee has any unpaid
Additional Adoption Leave, it will not be reckonable for pension purposes. Employees can opt to
pay arrears of contributions in order for this period of unpaid leave to count but they would need
to arrange this within 30 days of their return to work.
LETTER FOR EMPLOYEE TAKING ADOPTION LEAVE
You may use the letter overleaf as a model letter to advise the HT/Local Authority that you are
adopting. You should keep a copy of this letter and give one to your Headteacher.

5.7.

Foster Caring

If you are a foster carer you may apply for a maximum of 5 days paid leave and 5 days unpaid
leave in any rolling 12 month period (pro-rata for part time employees).
This leave is for activities essential to foster caring e.g. training, introductory meetings and
promotional events. The leave allocation is in total and not per child.
Dear……………………………
Employee Number:
School:
I wish to inform you that I have been matched with a child for the purpose of adoption and I enclose for
your information the Matching Certificate issued by the adoption agency.
The date the child is due to be placed with me is ………………………………… and I therefore wish to take
adoption leave with effect from ………………………
I intend to take ……………….. weeks adoption leave, however should I decide to return to work earlier I
will write to you again giving you at least 21 days’ notice of this and the date I wish to return.
Yours sincerely,

6.

PATERNITY LEAVE

6.1.

Ordinary Paternity Leave (OPL)

To qualify for paternity leave:
•
The employee should be having or expecting to have the main responsibility (apart from
any responsibility of the mother/co-adopter) for the child’s upbringing and
•
Be the biological father of the child OR the mother’s husband OR partner/civil
partner/same sex partner
•
There is no minimum service qualification
They are entitled to:
10 days’ ordinary paternity leave, (pro rata for part time employees) regardless of the
number of children born as a result of the same pregnancy.
5 half days with pay to ante natal appointments (e.g. relaxation classes, exercise and
parent craft classes)
Employees may take either one or two weeks’ leave. If two weeks are taken, they must be
consecutive calendar weeks.
Before Statutory Paternity Leave was introduced the Local Authority agreed leave arrangements
for parental responsibilities as part of its locally agreed conditions of service. The local
agreement for the provision of Ordinary Paternity Pay enhances the statutory minimum.
•
Employees on Teachers’ Conditions of Service – a week at normal pay, 7 days at the
statutory minimum, pro rata for part time employees. (This amended entitlement commences
on 1 April 2017)
•
Employees on other Conditions of Service – a maximum of 10 days normal pay, pro rata
for part time employees.
Ordinary paternity leave is also available to adoptive parents where a child is matched or newly
placed with them for adoption. Either the adoptive father or the adoptive mother may take
ordinary paternity leave where the other adoptive parent has elected to take adoption leave. In
respect of an adoptive child, the employee must have 26 weeks’ continuous service by the week
in which the child’s adopter is notified of having been matched with the child for adoption.
Ordinary paternity leave is granted in addition to an employee’s normal annual holiday
entitlement. Ordinary paternity leave must be taken within 8 weeks of the birth (or, if the baby
is born early, within the period from the actual date of birth up to 8 weeks after the first day of
the expected week of birth) or within the placement date for adoptive parents. Ordinary
paternity leave can start either from the date the child is born or placed for adoption or from a
chosen number of days, or weeks, after that date.
The employee has the right to return to their existing post.
Please see Section 8 onwards for information on Shared Parental Leave.

6.2.

Notification of Ordinary Paternity Leave

Where an employee wishes to request ordinary paternity leave, they must give the headteacher
the proposed dates of absence in writing prior to the 15th week (week 25) before the expected
date on which the baby is due, or as soon as is reasonable practicable. The employee should
complete the Paternity Leave Application form (p27)
The employee should complete Form SC3 (from HMRC website, www.hmrc.gov.uk ) and provide
a copy of the MAT B1 form and appointment card/letter or, in the case of adoptive parents, a
copy of the matching certificate and give this to the Headteacher. For schools purchasing the HR
Transactional Service this should be forwarded to the Shared Services Centre.
If employees subsequently wish to change the timing of the ordinary paternity leave, they must
give 28 days’ written notice of the new dates. Employees must also, if requested, complete and
sign a self-certificate declaring that they are entitled to ordinary paternity leave and ordinary
statutory paternity pay.
6.3.

Ordinary Statutory Paternity Pay

For schools purchasing the HR Transactional Service, please send the application form for
Paternity Leave, the question of pay will then automatically be considered (p27), and form SC3
(HMRC) to the Shared Services Centre and a check will be made on the employee’s service and
level of earnings to calculate the correct level of payment.
Statutory paternity pay is treated as earnings and is therefore subject to PAYE and national
insurance deductions.
Statutory paternity pay can start from any day of the week in accordance with the date the
employee starts his/her paternity leave.
‘Where employees do not take OPL in a block of 1 or 2 weeks, they may be entitled to
occupational pay but no statutory payment. These days, which are less than a week’s block are
not eligible for Statutory Paternity Pay but may be paid under the authorised leave of absence
policy.’
6.4.

Additional Paternity Leave (APL)

Additional Paternity Leave is available to the father of a baby or a spouse, partner or civil
partner/same sex partner of the baby’s father. To qualify for additional paternity leave the
employee must meet the requirements as stated above for 2 weeks’ OPL and
•
Have at least 26 weeks’ continuous employment (6 months) by 15th week (week 25)
before the expected week of childbirth OR the week they are matched for adoption.
•
Must continue to work for the school/authority up until the end of the week before the
APL period begins
•
The mother or co-adopter has returned to work before SMP/SAP expires, prior to the end
of 39 weeks (9 months).

Eligible employees may take up to 26 weeks’ additional paternity leave within the first year of
their child’s life.
Additional paternity leave is also available to adoptive parents, within the first year after the
child’s placement for adoption, provided that the child’s adopter who elected to take adoption
leave (the “primary adopter”) has returned to work.
The earliest that additional paternity leave can commence is 20 weeks after the date on which
the child is born, or 20 weeks after the date of placement of the child for adoption, and it must
end no later than 12 months after that date. It will end no later than 12 months after the birth
or placement date for adoption.
Additional paternity leave will generally commence on the employee’s chosen start date
specified in his/her leave notice, or in any subsequent variation notice (see ‘Notification of
additional paternity leave’ below). APL must be taken as one continuous period and in multiples
of complete weeks.
During the period of additional paternity leave, the employee’s contract of employment
continues in force and he/she is entitled to receive all his/her contractual benefits, except for
salary, and contractual annual leave entitlement will continue to accrue.
If the employee is eligible to receive it, salary may be replaced by statutory paternity pay for
some, or all, of the additional paternity leave period, depending on the length and timing of the
additional paternity leave.
Pension contributions will continue to be made during any period when the employee is receiving
statutory paternity pay but not during any period of unpaid additional paternity leave. Employee
contributions will be based on actual pay, while employer contributions will be based on the
salary that the employee would have receive had he/she not gone on additional paternity leave.
6.5.

Notification of Additional Paternity Leave

The employee must give written notice at least 8 weeks before the start of APL that he/she
wishes to take leave, providing the details as requested on the application form. Employers
should confirm an employee’s entitlement to APL within 4 weeks of receiving an application.
6.6.

Additional Statutory Paternity Pay (ASPP)

Additional statutory paternity pay (ASPP) may be payable during some or all of additional
paternity leave, depending on the length and timing of the leave. An employee is entitled to
additional statutory paternity pay if:•
He/she is the father of the child or married to, the civil partner of, or the partner of, the
child’s mother, or married to, the civil partner of, or the partner of, the primary adopter, and, in
the case of a birth child, expect to have the main responsibility). In the case of adoption, he/she
must have been matched with the child for adoption. In both cases, he/she must be taking the
leave to care for the child.
•
He/she must have a minimum of 26 weeks’ service, as at the end of the 15th week before
the week in which the child is due to be born, in respect of an adopted child, as at the end of the

15th week before the week in which he/she was notified of having been matched with the child.
•
He/she must remain in continuous employment until the week before the first week of
additional paternity leave.
•
The mother of the child must be entitled to one or more of maternity leave, statutory
maternity pay or maternity allowance. In the case of adoption, the primary adopter must be
entitled to one or both of adoption leave or statutory adoption leave or statutory adoption pay.
The mother or primary adopter must have returned to work.
•
The mother or primary adopter has at least two weeks of his/her maternity or adoption
pay period that remains unexpired and has signed form SC7 (HMRC) to declare they intend to
return to work and stop receiving any further MA or SMP before ASPP is due to start,
•
He/she gives prior notification in accordance with the rules set out above. The employee
must provide a signed declaration form SC7 (HMRC) at least 8 weeks before they intend to start
their leave.
If the employee does not satisfy the qualifying conditions, they must be given form ASPP1
showing the reason for not paying ASPP and their original form SC7. A copy of both forms should
be retained on the employee’s personal file.
An entitled employee will receive 26 weeks of Additional Paternity Leave (APL) during the 12
months following the birth or adoption of a child. If the employee is eligible, he will receive a
minimum of 2 weeks and a maximum of 19 weeks ASPP. He/she will be paid for any period of
APL that falls within the unexpired part of the mother’s 39 weeks SMP or maternity allowance
period. ASPP is a weekly payment and is paid at the lower of the
•
Current weekly rate of ASPP or
•
90% of the employee’s average weekly earnings
(The Shared Services Centre will undertake the administration of the scheme for schools
purchasing the transactional HR service)
The earliest start date for ASPP is 20 weeks after the birth.
Where the mother returns to work on annual leave or sick leave this does not count as a return
to work.
A combined total of 39 weeks SMP/ASPP is applicable. If there is a gap between the end of the
mother’s maternity leave and the start of APL the employee will lose some of the entitlement to
ASPP.
An employer checklist, Form ASPP3 has been produced by HMRC to assist employers in
determining whether an employee is eligible for Additional Statutory Paternity Pay.

6.7.

Returning to Work after Additional Paternity Leave

The employee will have been formally advised in writing by the school of the end date of his/her
additional paternity leave. The employee is expected to return on the next working day after this
date, unless he/she notifies the school otherwise. If he/she is unable to attend work at the end
of additional paternity leave due to sickness or injury, schools’ normal arrangements for sickness
absence will apply. In any other case, late return without prior authorisation will be treated as
unauthorised absence.
An employee can request a change of leave dates or cancel the leave before the leave period has

begun. At least 6 weeks’ notice must be given, or as much notice as is reasonably practicable. In
these circumstances the school must confirm the new start and end dates in writing to the
employee within 28 days. If an employee gives less than 6 weeks’ notice please consult with
Children’s Services HR advice and guidance team the employer can insist that the period of leave
is taken as originally planned if it is not reasonably practicable to accommodate the change.
There is no provision for an employee to extend the leave period once it has started but an early
return can be requested. He/she must give the school at least 6 weeks’ notice of his/her date of
early return, in writing. If he/she fails to do so, the school may postpone his/her return to such
a date as will give the school 6 weeks’ notice, provided that this is not later than the expected
return date.
If the employee decides not to return to work after additional paternity leave, he/she must give
notice of resignation as soon as possible and in accordance with the terms of his/her contract of
employment. If the notice period would expire after additional paternity leave has ended, the
school may require the employee to return to work for the remainder of the notice period.
6.8.

Keeping in Touch Days

The same provisions apply for Keeping in Touch Days, as far maternity leave (see P9).
6.9.

Rights On and After Return to Work

On resuming work after both ordinary and additional paternity leave (in the latter case where it
was an isolated period of leave or taken with certain other types of statutory leave), the
employee is entitled to return to the same job as he/she occupied before commencing paternity
leave on the same terms and conditions of employment as if he/she had not been absent.
6.10. Pensions
The Employer will pay pension contributions throughout Ordinary Paternity Leave (OPL) whether
or not an employee received any pay.
Members of the local government pension scheme will pay contributions on any pay or
allowances received (up to 39 weeks of SPP)
An employee will pay contributions based on their actual pay. If they do not qualify for SPP and
receive no pay, then no contributions will be payable.
This period of service counts as reckonable for pension purposes. If the employee has any unpaid
Additional Paternity Leave, it will not be reckonable for pension purposes. Employees can opt to
pay arrears of contributions in order for this period of unpaid leave to count but they would need
to arrange this within 30 days of their return to work.

PATERNITY LEAVE APPLICATION FORM (OPL AND APL)
Name

Employee Number
School
Dates requested
(Minimum 2 weeks/maximum 26 weeks)
The date the baby is due to be born/ placed on/OR
if the child has been born/placed, the actual date of
birth/placement
The start date of the mother’s/
co-adopter’s Statutory Maternity Pay, Maternity
Allowance or Statutory Adoption Pay
The purpose in requesting leave is to care for the YES/NO*
child
(please delete)
Signature
Date
Headteacher
Approved/Not Approved*
Signature
Date
•
Please enclose form SC3 from HMRC (&SC7 if applying for ASPP); a copy of the MATB1
certificate and medical appointment card/letter or in the case of adoptive parents a copy of the
matching certificate.
•
If the dates change please inform your Headteacher as soon as possible.
Submit completed form to the Headteacher who will forward to the Local Authority, where
appropriate.

7.

PARENTAL LEAVE

7.1.

Eligibility

Eligible employees can take unpaid parental leave to look after their child’s welfare.
•
The employee must have one year’s continuous service when leave commences and
•
be a named parent on the child’s birth certificate OR named on the child’s adoption
certificate OR have legal parental responsibility for a child under 18 years old and
•
the purpose of requesting the leave is to care for a child.
Parental Leave Entitlement
•
18 weeks’ unpaid parental leave (pro rata for part time employees, to match an
individual’s working week) for each child before the child’s 18th birthday for each child. If the

child is adopted, until the 18th anniversary of their placement with you or until their 18th
birthday, whichever comes first.
Please see Section 8 onwards for information on Shared Parental Leave.
7.2.

Notes on Parental Leave

•
Any time taken as parental leave will be treated as continuous service - annual leave and
all other contractual terms and benefits will accrue during this period.
•

You are entitled to a maximum of 4 weeks unpaid parental leave per calendar year.

•
Leave can be taken as a single block OR as a number of shorter periods if agreed by the
headteacher. Leave should be taken as whole weeks, unless your child is disabled.
•
The School may postpone parental leave up to 3 months for operational purposes and
will provide the reasons for the postponement in writing together with the agreed revised
commencement and end dates. Postponement will not be possible if it follows maternity leave,
paternity leave or adoption leave.
•
The employee has the right to return to their existing post. Their employment rights are
protected during parental leave.
•
If the employee fall ill during a period of parental leave and gives the School relevant
notification and documentation they will be entitled to pay under the sickness scheme (where
applicable) and this period will not count towards the parental leave entitlement.
7.3.

Applying for Parental Leave

•
Requests should be discussed with the Headteacher providing at least 21 days’ notice of
any proposed days of absence, with a copy of the relevant documentation (either the birth
certificate, adoption certificate or proof of disability allowance). The employee needs to
complete the Parental Leave Application Form submitting the completed form to the
Headteacher. For schools purchasing the HR Transactional Service, the documentation should be
sent to the HR Shared Services Centre.
Parental Leave Application Form
Name
Employee Number
School
Child’s Name (if known)
Dates requested

Dates of any previous parental leave taken
(current or previous employer)
The date the baby is due to be born/ placed
on, OR if the child has been born/placed, the

actual date of birth/placement
I am named on the child’s birth certificate, OR
I have, or expect to have, parental
responsibility under the Children Act 1989 OR
I am an adoptive parent, foster parent or a
spouse or partner/civil partner/same sex
partner of any of the above who is living with
the child
The purpose in requesting leave is to care for
the child or make arrangements for the child’s
welfare
Signature
Date
Headteacher
Approved/Not Approved*
Signature
Date

YES/NO*
(please delete)

YES/NO*
(please delete)

Please enclose relevant documentation, either a copy of the birth certificate/adoption certificate.
Submit completed form to HR Shared Services Centre.
8.

Shared Parental Leave

Introduction
This section explains what Shared Parental Leave (SPL) is and provides guidance for employees
to help them decide whether SPL would work for them, and how it can be used alongside or
instead of traditional maternity or adoption leave. It also provides School leaders with the
information they need when considering requests for SPL.
8.1. What is Shared Parental Leave?
Shared Parental Leave allows parents more flexibility over how they share childcare during the
first year of their child’s life. It is generated when a mother (or adopter) ends their maternity or
adoption leave early, so that the remaining period of leave can be shared. As long as their partner
is also eligible, they can share the leave between them and choose how much of the leave each
can take. They can choose to take leave at the same time as each other and return to work in
between periods of leave if they wish.
Key Points
•
Shared Parental Leave is effective from 5 April 2015 in relation to babies who
are due on or after this date;
•
Employed mothers will continue to be entitled to 52 weeks of maternity and 39
weeks of statutory maternity pay or maternity allowance;
•
An eligible mother can opt to end her maternity leave, and with her partner, or
the child’s father, opt for shared parental leave instead;
•
As long as they both meet the qualifying requirements* they can choose how
to divide their shared parental leave and pay;
•
Adopters have broadly the same rights as other parents to SPL and pay;

•
SPL must be taken within the first 52 weeks following the birth / adoption and
in minimum blocks of one week;
•
Employees may be entitled to SPL and Statutory Shared Parental Pay if
They meet the eligibility requirements*; and
The baby is due (or adopted) after 5 April 2015.
•
Employees must give 8 weeks’ notice of their intention to commence SPL.
•
The scheme is based on the declarations from both parents about their
eligibility and the consent of the other parent to take the leave.
8.2.

How Will Shared Parental Leave Operate?

Each eligible parent can give their employer up to three separate notices to book or vary leave.
Each notice can be for a block of leave, or for a pattern of ‘discontinuous’ leave, involving
different periods of leave. Employers are not obliged to agree to discontinuous periods of leave,
but must agree to requests for continuous SPL.
Where both parents meet the continuity of employment test*, they will both be able to make
use of the SPL entitlement. However, even if only one parent meets the criteria, a family may still
be able to utilise SPL. For example, a self-employed parent could not take SPL, but may pass the
employment and earnings test, allowing the other parent to qualify, and allowing for greater
flexibility in how they take their leave.
Up to 50 weeks SPL can be shared between parents as the first two weeks following the child’s
birth are reserved solely for the mother and are compulsory maternity leave. However, this does
not prevent the mother’s partner beginning their SPL at any time following the child’s birth,
(although there is still an entitlement to two weeks paid paternity leave). Parents may choose to
take SPL at the same time as each other, or separately.
8.3. Continuous and Discontinuous SPL
SPL does not have to be taken in one continuous block; employees can return to work and then
take a further period of shared parental leave. If an employee gives his or her employer a notice
requesting discontinuous blocks of leave, the employer has the option to refuse this request. In
this case the employee must then either:
•
•
•

Take the leave requested in one block;
Withdraw the request; or
Agree alternative dates with the employer

An employee can submit up to three separate notices requesting periods of leave. In effect this
can enable an employee to take three separate blocks of leave without the employer being able
to refuse this, provided that the notice provisions have been adhered to.
* These terms are defined in the section on eligibility
8.4. ELIGIBILITY
The right of one parent to take leave is not only dependent on them satisfying the eligibility
criteria, but is also dependent on their partner satisfying certain conditions, as detailed below.

ELIGIBILITY
A mother will be eligible for SPL if she meets *The father of a child, or the partner of a
the following criteria:
child’s mother will be eligible for SPL if they
meet the following criteria:
Has 26 weeks continuous employment by the Has 26 weeks’ continuous employment by the
end of the 15th week before the expected end of the 15th week before the expected
week of childbirth and remains in continuous week of childbirth and remains in continuous
employment with that employer until the employment with that employer until the
week before any period of shared parental week before any period of shared parental
leave that she takes;
leave that he or she takes;
Has the main responsibility for the care of the Has the main responsibility for the care of the
child at the date of the birth (apart from the child at the date of the birth (apart from the
responsibility of her partner or the child’s responsibility of the mother);
father);
Is entitled to statutory maternity leave;
Has curtailed her statutory maternity leave by
giving the relevant notice, or returned to work
before the end of the maternity leave period;
and
Has complied with the relevant notice and Has complied with the relevant notice and
evidence requirements.
evidence requirements.
EMPLOYMENT & EARNINGS TEST
In addition, the mothers partner must:
In addition, the child’s mother must:
Have been employed or self-employed during Have been employed or self-employed during
at least 26 of the 66 weeks before the at least 26 of the 66 weeks before the
expected week of childbirth;
expected week of childbirth;
Have weekly earnings of at least £30 for any Have average weekly earnings of at least £30
13 of those 66 weeks: and
for any 13 of those 66 weeks;
Have the main responsibility for the child at Have the main responsibility for the child at
the date of the birth (apart from the the date of the birth (apart from the
responsibility of the mother).
responsibility of the employee).
Be entitled to Statutory Maternity Leave,
Statutory Maternity Pay or Maternity
Allowance in respect of the child; and Have
curtailed her Statutory Maternity Leave, or if
she is not entitled to Statutory Maternity
Leave, curtailed her Statutory Maternity Pay
or Maternity Allowance.
*An employee does not have to be the father of a child to be eligible to take SPL alongside the
child’s mother, if he or she has, or expects to have, the main responsibility for the care of the
child alongside the mother and is not an immediate family member

9.

Guidance for Headteachers and Governing Bodies

9.1.

When Does Shared Parental Leave Take Effect?

The Shared Parental Leave Regulations 2014 will apply only in relation to babies due on or after

5 April 2015, or children placed for adoption on or after 5 April 2015. The actual date of birth
does not change this.
Notice Requirements
An eligible employee must give at least eight weeks’ notice of intention to take SPL. They can
choose to take SPL at any time before the child’s first birthday or before the first anniversary of
the adoption placement.

9.2.

What Notice Must Employees Give If They Intend To Take Shared Parental Leave?

There are a number of different notices that employees must give before they can take SPL.
Before either parent can take SPL, the mother must provide a leave curtailment notice, to bring
her maternity leave to an end and this must be provided at least eight weeks before the start of
the first period of SPL taken by either of the parents.
The employee, whether the mother or her partner, must give his or her headteacher a notice of
entitlement and intention to take SPL not less than eight weeks before the start of his or her first
period of SPL The appropriate notice and declarations are detailed in the section ‘How to Apply’.
Each employee taking SPL must give his or her manager a period of leave notice, setting out the
start and end dates of the period or periods of leave requested, at least eight weeks prior to each
period of SPL.
9.3.

Can I Refuse A Request For Shared Parental Leave?

If your employee requests a ‘period of leave notice’ requesting discontinuous periods of SPL, you
can refuse the request and require the employee to either withdraw the request, or to take the
leave in a continuous block.
However, you should note that an employee has the right to take up to three separate blocks of
SPL, provided they submit a separate notice for each period of leave and give eight weeks’ notice
for each period. You can refuse a request for discontinuous SPL only if it is requested in the same
notice.
An employee who submits a ‘period of leave notice’ requesting one continuous block of leave
must be allowed to take the leave on the dates requested.
If a request for discontinuous leave is refused the employee can withdraw the notice or agree
alternative dates with the employer. If he or she has not done either within two weeks of the
date of the notice, the employee can either withdraw the notice at that point or take the total
amount of leave requested on the leave notice as a continuous period of leave. The employee
can choose a start date for the continuous period of leave that is no less than eight weeks from
the start date of the leave notice.
See the links attached letters to discuss or refuse requests for discontinuous SPL.
9.4.

Can I Insist On Evidence that an Employee Is Entitled To Shared Parental Leave?

When an employee applies to take SPL, they are required to complete a notice of entitlement
and intention to take SPL. This requires them to provide details of the child’s expected date of
birth and their partner’s details.
Generally, it is expected that these declarations will be relied upon, provided that eligibility
requirements are met and it is not required to check, for example, the earnings and employment
history of the employee’s partner.
However, false declaration that an employee is entitled to SPL and/or pay could be treated as a
disciplinary issue.
9.5.

Can An Employee Take Shared Parental Leave If His Or Her Partner Is Self-Employed?

Yes. An employee may be eligible to take SPL if his / her partner is self-employed, as long as the
partner meets the relevant requirements relating to employment and earnings. See ‘Eligibility’.
9.6.

Can Same Sex Couples Take Shared Parental Leave?

Yes. An employee can take SPL with his / her spouse, civil partner or partner. Partner is defined
as someone who lives with the employee in an enduring family relationship but is not an
immediate family member.
9.7. Are Parents Entitled To Shared Parental Leave If Their Baby Is Due Before 5 April 2015 But
Is Born On or After That Date?
No. SPL is available only in relation to babies whose expected week of birth begins on or after 5
April 2015. The actual date of birth is not relevant for the purposes of eligibility for shared
parental leave.
Similarly, if a baby expected on or after 5 April is born before that date, the parents’ eligibility for
shared parental leave is not affected.
9.8.

Can Employees On Shared Parental Leave Take Keeping in Touch Days?

Yes, employers and employees can agree up to 20 keeping in touch days during shared parental
leave without bringing the leave to an end. Both parents have up to 20 keeping in touch days
each, which can be taken as single days or in blocks of days. This is in addition to the 10 keeping
in touch days available to the mother or primary adopted during maternity leave or adoption
leave.
9.9.

Do Employees Receive Statutory Pay While On Shared Parental Leave?

Yes, up to 37 weeks statutory shared parental pay is available for parents to share between them
while on shared parental leave. Similar provisions apply for parents taking shared parental leave
in an adoption situation.
Statutory shared parental pay will be paid at a flat rate (currently £139.58, or 90% of the
employee’s normal earnings if this is less). Unlike SMP, there is no provision for employees to be

paid 90% of their earnings for the first six weeks of their statutory shared parental pay period
where this is higher than the statutory rate. Therefore, if an employee who is receiving SMP at
the higher rate of 90% of her earnings switches to statutory shared parental pay within the first
six weeks of her SMP period, she will move to the lower rate immediately.
10.

EMPLOYEE GUIDANCE

10.1. Eligibility – Shared Parental Leave
If you wish to take SPL and/or pay, you must check your eligibility and provide a ‘notice of
entitlement’* at least eight weeks before each period of leave. In addition, you must provide a
declaration from your partner confirming your eligibility and agreeing to take shared /parental
leave and/or pay.
You:
To qualify for SPL you must meet the following requirements:
You must share care of the child with either:
Your husband or wife, civil partner or joint adopter;
The child’s other parent;
Your partner (if they live with you and the child).
You or your partner must be eligible for maternity pay or leave, and have given notice to
curtail it.
You must have been continuously employed for at least 26 weeks by the end of the 15th
week before the due date (or the date you are matched with your adopted child).
Be employed by the same employer whilst you take SPL.
Your Partner:
To qualify for SPL, your partner must meet the following requirements:
•
During the 66 weeks before the baby is born, they must have worked for at least 26 weeks
(not necessarily consecutively);
•
They must have earned at least £30 a week on average in 13 of those 66 weeks.
•
They may have been employed, self-employed or an agency worker.
Before requesting SPL, you are requested to discuss your intentions informally with your
Headteacher or line manager, as appropriate to your situation.
10.2. Eligibility – Shared Parental Pay
Statutory Shared Parental Pay (ShPP) will be created where an eligible mother or adopter chooses
to bring their maternity or adoption pay or maternity allowance to an end early. The untaken
maternity or adoption pay or maternity allowance will become available as statutory shared
parental pay – up to a maximum of 37 weeks.
You will qualify for Shared Parental Pay if one of the following applies:
•
You qualify for Statutory Maternity Pay or Statutory Adoption Pay;
•
You qualify for Statutory Paternity Pay and have a partner who qualifies for Statutory
Maternity Pay or Maternity Allowance or Statutory Adoption Pay.
Before requesting Shared Parental Pay, you may want to discuss your intentions informally with
your manager. Shared Parental Pay is requested by completing the Notice of Entitlement and

returning it to your Headteacher.
To check both your own and your partner’s eligibility for SPL and/or ShPP you can use the link
below.
Calculate your leave and pay when you have a child – (this can be found on the GOV.UK website).
10.3. Will Shared Parental Leave Work for You?
Not everyone will meet the criteria to qualify for SPL, but even those who do will need to consider
whether other arrangements will suit them better. Things you might want to consider when
deciding on which option is best for you include:
•
Whether one or both parents qualify and how you would like to share the care
of your child;
•
Whether the mother wants to reduce her maternity / adoption leave;
•
Is there an entitlement to enhanced maternity / adoption / paternity / SPL pay, and would
reducing the mother’s maternity leave impact on this;
•
What other options are available (such as flexible working requests, annual
leave, parental leave) and how these could work alongside SPL;
•
The wider financial implications e.g. pay and pensions.
Even if you don’t choose SPL in the first instance, you can opt in at a later date if you are still
eligible, as long as you provide the correct notice and take the leave within 12 months of your
child’s birth.
10.4. How Much Leave And Pay Am I Entitled To And When Can I Take It?
The amount of SPL and pay depends on how much maternity or adoption leave has already been
used up. SPL is 52 weeks minus the number of weeks already taken as maternity leave. (The first
two weeks being compulsory maternity leave).
Statutory Shared Parental Pay is 39 weeks minus the number of weeks of statutory maternity (or
adoption) pay or maternity allowance taken by the mother or adopter.
ShPP is paid at the rate of £139.518 a week or 90% of your average weekly earnings, whichever
is lower.
10.5. What Happens To My Pension Whilst On Shared Parental Leave?
If you are a member of the local government pension scheme, whilst on paid shared parental
leave, you will pay pension contributions on any pensionable pay received. If on unpaid shared
parental leave, you will not automatically build up pension benefits as you will not be
contributing. However, you can elect to buy back the lost pension. You should do this within 30
days of returning to work in order to benefit from the Shared Cost Additional Pension
contribution contract. I.e. the Council will pay some of your contributions for you. Please see the
following link for more details:
Local Government Pension Scheme: Working for us - Derbyshire County Council
(http://www.derbyshire.gov.uk/working_for_us/pensions/default.asp)
10.6. How Do I Apply?
Before applying, you should note that SPL can only be used when the mother has:
•
Already returned to work, or

•
Given notice to their employer that reduces their maternity / adoption leave and confirms
when it will end by completing a maternity curtailment notice).
If the mother is not entitled to maternity / adoption leave (e.g. she may be self-employed), they
must have ended, or given notice to reduce their maternity/adoption pay period or maternity
allowance period for their partner to be eligible for SPL. If you wish to apply for SPL you must
provide a notice of entitlement.
You will need to include the following information:
•
The names of the mother and the partner;
•
The start and end date of any statutory maternity / adoption leave taken or to
be taken by the mother;
•
The total amount of SPL available to be taken;
•
The child’s expected week of birth, actual date of birth, or date of placement.
(If the notice is submitted prior to the birth then the date of birth must be
provided as soon as reasonably practicable);
•
How much SPL the mother and partner each intend to take;
•
An indication as to when they intend to take SPL, (this is non-binding).
This must be accompanied by a signed declaration from both the mother and
partner confirming the following;
•
A signed declaration that:
-

you will be sharing responsibility for the care of the child,
the mother has given notice to end her maternity entitlement,
you meet the continuity of employment test,
the information you have given is accurate.
Should you cease to be eligible you will inform the headteacher immediately.

Your partner must also supply a signed declaration stating the following information:
•
Their name, address, and national insurance number;
•
They are the father, mother of the child, or partner of the child’s mother;
•
They meet the criteria for the employment and earnings test;
•
If they are the mother, that they are entitled to statutory maternity leave,
statutory maternity pay or maternity allowance, and that they have given
notice to end that leave and pay / allowance;
•
That at the time of the birth or placement they shared the responsibility for the
care of the child with the employee seeking to take SPL;
•
They consent to the amount of leave and pay that you are seeking to take;
•
They consent to the employer receiving this declaration to process the
information contained within it;
•
In the case of the mother, that she will immediately inform the partner should
The mother cease to satisfy the eligibility criteria.
Notice of Entitlement and Intention to take Shared Parental Leave and Pay
How to complete this form:
•
Both parents/adopters must complete and sign this form, whether they both work for the
School or not.
•
Where both parents work for the School/*Derbyshire County Council, they must both fill
in their own form to give to their Headteacher and then tick the box at the end of the form.

•
Once complete, return this form to your Headteacher who will discuss leave
arrangements. Once agreement has been reached, the form should be sent to Shared Services
Centre, Adjustments Team, John Hadfield House, Dale Road, DE4 3RD or email
pay@derbyshire.gov.uk – for schools purchasing the council’s HR/payroll service
_____________________________________________________________________
To qualify for Statutory Shared Parental Leave (SPL) you must;
•
Be an employee
•
Have a partner with whom you share the main responsibility for the care of the child
•
Meet the duration of employment test
•
Have a partner who meets an employment and earnings test.
To qualify for Statutory Shared Parental Pay (ShPP) you must;
Be an employee or an agency worker
•
Have a partner with whom you share the main responsibility for the care of the child
•
The mother must have qualified for SMP or Maternity Allowance
•
You must meet the duration of employment test and have normal weekly earnings of at
least the Lower Earnings Limit for a fixed period;
•
You have a partner that meets an employment and earnings test
At least 8 weeks’ notice must be given to the Council of any SPL or ShPP that the employee will
take.
As an employee of School/*Derbyshire County Council, I confirm that I wish to book Shared
Parental Leave
Shared Parental Pay:
If both parents are School/*Derbyshire County Council Employees please tick here ______
Please give this form to your line manager, asking for a meeting to discuss your leave
requirements.
*delete as applicable
Section 1 Mother
Name (whether School/DCC employee or not)
Mother’s employer’s name (if not School/DCC
please provide employer address as well)
Payroll Number
Headteacher/Line Manager
Maternity/Adoption leave start date (or will
start)
Date Statutory Maternity/Adoption pay started
(or will start)
Child’s actual/expected date of Birth or date of
placement for adoption
Total number of weeks of SPL entitled to (the
mother will be informed of Maternity Leave
entitlement after she submits her MATB1)
Total number of weeks of Shared Parental Pay
entitled to

Date from which mother intends to end
Maternity Leave, and start SPL
Total number of weeks SPL mother intends to
take
Dates expected to take SPL (all SPL must have Block 1 start ___/___/___ end ___/___/___
start and end dates)
Block 2 start ___/___/___ end ___/___/___
Block 3 start ___/___/___ end ___/___/___

Section 1 – Father/Partner/Civil Partner/Adopter
Name (whether School/ DCC employee or not)
Partner’s employer’s name (if not School/DCC
please provide employer address as well)
Payroll Number
Headteacher/Line Manager
Maternity/Adoption leave start date (or will
start)
Date Statutory Maternity/Adoption pay started
(or will start)
Child’s actual/expected date of Birth or date of
placement for adoption
Total number of weeks of SPL entitled to (the
mother will be informed of Maternity Leave
entitlement after she submits her MATB1)
Total number of weeks of Shared Parental Pay
entitled to
Date from which mother intends to end
Maternity Leave, and start SPL
Total number of weeks SPL partner intends to
take
Dates expected to take SPL (all SPL must have Block 1 start ___/___/___ end ___/___/___
start and end dates)
Block 2 start ___/___/___ end ___/___/___
Block 3 start ___/___/___ end ___/___/___

Section 2 – The Declarations
Mother’s declaration
I declare that
•
I will meet, or will meet, the eligibility conditions and are entitled to take SPL and/or ShPP;
•
that the information I have given is accurate;
•
I am the mother/adopter
•
If my circumstances change, and cease to be eligible for SPL and/or ShPP, I will
immediately inform the School/*Council.
_____________________________________________________
Mother’s Signature
Date

Partner’s Declaration:
I declare that
•
I am the father of the child, spouse, civil partner or partner of the mother/adopter (please
circle)
•
I satisfy the ‘employment and earnings test’ and at the date of the child’s birth (or
placement for adoption) will have main responsibility for the child, along with the mother
•
I consent to the amount of SPL and/or ShPP that the mother/partner/adopter intends to
take;
•
I consent to the School/*Council processing the information contained in the declaration
form;
•
If I cease to satisfy the eligibility conditions, I will immediately inform the School/*Council.
______________________________________________________
Partner Signature
Date

*delete as applicable

Dear Headteacher
Maternity/Adoption Leave Curtailment Notice Letter
I am writing to let you know that I want to bring my Maternity/Adoption Leave to an end early.
I am currently on Maternity/Adoption leave which commenced on dd/mm/yy and wish to give
notice to end my leave on dd/mm/yy to enable me to start Shared Parental Leave. My child was
born/placed on dd/mm/yy.
Or
I will be taking a period of Maternity/Adoption leave from dd/mm/yy and intend to return to
work on dd/mm/yy to enable me to start Shared Parental Leave. The expected week of
birth/date of placement is dd/mm/yy.
I understand that my leave will end on that date and that normally it will not be possible for me
to revoke this notice once it has been given.
I have given this letter to my manager providing at least 8 weeks’ notice of when I want my leave
to commence.
I enclose with this letter either (delete as appropriate)
1)
A Maternity/Adoption Leave Curtailment Notice
2)
Notice of Entitlement and Intention to take Shared Parental Leave
Yours sincerely
Employee

Dear ……….
Shared Parental Leave request to discuss leave booking
Thank you for submitting your notice to take a period of shared parental leave (SPL) that was
given on dd/mm/yy.
[OR]
Thank you for your notice to vary a previously submitted period of shared parental leave (SPL)
request that was given on dd/mm/yy.
You have indicated that you would like to take leave on the following dates:[insert dates
submitted on the period of leave notice]
I would like to arrange a convenient time to discuss your notification with you.
I therefore suggest a meeting at [location] on [date] at [time]. You can bring a trade union
representative or work colleague to the meeting and you should make the appropriate
arrangements if you wish to do that.
Please could you contact me to confirm whether you are able to attend the meeting suggested
above or, if not, to suggest an alternative time and date.
Please do not hesitate to contact me if you have any questions in the meantime.
Yours sincerely

Headteacher

Dear ……….
Shared Parental Leave: Refusal of a discontinuous leave booking
Thank you for submitting your notice to take a period of shared parental leave (SPL) that was
given on dd/mm/yy. You have indicated that you would like to take leave on the following dates:
[Insert dates submitted on the period of leave notice]
Having given the proposal thorough consideration, I regret I am unable to agree to the pattern
of discontinuous leave that you requested.
I discussed alternative options with you, but agreement to an alternative pattern of leave has not
been reached because [insert reasons why the pattern of leave requested cannot be
accommodated].
Given that we have not reached agreement, you have the following options:
•
To take the discontinuous periods of leave requested in one continuous block, beginning
on the original start date.
•
To take the continuous block of leave starting on a new date. The new start date cannot
be sooner than eight weeks from the date you submitted your original SPL notification.
•
To withdraw your leave request at any time within the next 15 days. If the request is
withdrawn in these circumstances it will not count as one of your three requests to book SPL.
You can then take some more time to consider your leave options and resubmit your request at
a later date.
Please confirm your decision to me in writing within the next 15 days.

If you have any questions about any aspect of your Shared Parental Leave and/or pay
entitlement, please speak to me or the Shared Services Centre.
Yours sincerely
Headteacher
cc: SSC

Dear ……….
Confirmation of Shared Parental Leave booking
Thank you for your notice to take Shared Parental Leave commencing on dd/mm/yy.
I can confirm that the school has agreed to your Shared Parental Leave request. You will be away
from work on Shared Parental Leave from ………………………… to …………………………..
[If leave is discontinuous then please amend as needed]
You are expected to return to work on the first working day after your leave period ends.
If you wish to vary or reduce the leave that you have booked, you must give at least eight weeks’
notice before any amended dates occur. A notice to vary your booked leave will count as a new
notice thereby reducing your entitlement to make three statutory notifications by a further one.
Should you have any questions about the content of this letter, please do not hesitate to contact
me.

Yours sincerely

Headteacher
cc: SSC

Appendix 1 - Payroll procedure for processing Paternity leave for Teachers:
•
If the Teacher is claiming Statutory Paternity Pay (SPP) they must claim either 7 calendar
days or 14 calendar days, if the Teacher claims 14 days this must be taken in two consecutive
weeks.
•
Paternity leave may start on any day of the week providing it is after the baby is born.
•
Paternity leave must finish within 56 days of the Childs birth (or due date if the baby is
early) but there are different rules for adoption
•
Employees must meet the eligibility criteria detailed on the HMRC website.
•
Employee needs to complete an SC3 form (obtained from HMRC website) detailing the
date of birth of the baby and provide a copy of the MatB1 form which should be sent to the
Shared Services Centre for processing. (SC4 when adopting a child).
•
Where a Teacher takes their full paternity leave entitlement they will receive the first
week as full pay (which includes SPP) and the second week will be paid at SPP only (salary is
deducted).
•
If the Paternity leave goes across a Bank Holiday or into the school holidays it is included
in the 7 or 14 calendar days.
•
Where Schools have access to SAP they should input the absence in ‘PA30 – Maintain HR
Master Data’ using ‘wage type 0253 – Paternity leave full week’ for any absence of between 7
and 14 calendar days .
•
If the teacher is requesting less than a week paternity leave they will not be eligible for
Statutory Paternity Pay and will not need to complete an SC3 form.
•
Where Schools have access to SAP they should input the absence in ‘PA30 – Maintain HR
Master Data’ using ‘wage type 0252 – Paternity leave in days’ for any absence of less than 7
calendar days.
•
Please note that if the School does NOT adopt the revised Ordinary Paternity Pay
entitlement for Teachers that you should notify the Shared Services Centre by emailing
pay@derbyshire.gov.uk each time a paternity leave absence is recorded to ensure the
appropriate payment is made.
•
Academies should record the absence on their absence return and forward to the SSC in
their usual manner along with a copy of the SC3 form and MatB1 form. In addition please email
pay@derbyshire.gov.uk if the Academy does NOT adopt the revised Ordinary Paternity Pay
entitlement for Teachers each time a paternity leave absence is recorded to ensure the
appropriate payment is made.
•
If you have any queries regarding this process please contact the Shared Services Centre,
Time Team on 01629 535119 selecting option 1.
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TRISH TURNER

RECRUITMENT AND SELECTION POLICY
1.

Purpose

It is the policy of this school to achieve a consistent and equitable approach to recruitment and
selection which will be used by all Governors, Headteachers and school employees involved in
this policy. The purpose of the policy is to set out the school’s approach to ensuring it is
effectively resourced with staff to meet the school’s needs. Throughout the policy the
safeguarding of children is given priority and recommendations from the latest DfE statutory
guidance document “Keeping Children Safe in Education (KCSiE). The policy aims to deter,
identify, and support the school in rejecting people who may be unsuitable to work with children
and may present a risk of abuse to children. Safer recruitment practices are considered at every
stage of the recruitment process.
In addition to safer recruitment, the policy seeks to eliminate discrimination and promote equal
opportunities in employment, thereby enhancing the quality and range of people employed by
the school to enrich the education of students. This policy takes account of relevant legislation,
case law and best practice in human resource management. This policy is consistent with, and
links with other, model human resources policies provided by the Local Authority. The Local
Authority has no formal statutory role in the recruitment and selection of staff in schools,
excepting that of Headteachers.
The recruitment and selection policy does not stand alone, it is essential to adopt the policy in
its entirety and follow the requirements set out in the advice and guidance, which provides more
detail of the process as well as guidance to Governing Boards in respect of recruitment and
selection matters.
2.

Scope

This policy applies to all appointments to be made by the Governing Board to the school’s
staffing complement. The process may be adapted, as described in relevant sections, where a
temporary or internal appointment is undertaken.
The policy needs to be applied in conjunction with other related advice/guidance or policy
documents, for example Restructuring and Redundancy Procedure, Single Central Record
guidance, requirements relating to Criminal Record Checks, Employees’ Subject Access
Request, Safer Recruitment and the Governing Boards decisions concerning the delegated
powers to committees and the Headteacher. Any updates to these policies and relevant sections
of the Derbyshire/Derby City Safeguarding Children Board (DSCB) procedures will need to be
reflected in this document.
3.

Volunteers

When recruiting volunteers the school will apply the stages of the Safer Recruitment process
appropriately. This will include providing information, prior to considering the individual for the
role, on any criminal records checks that may be made, the school’s safeguarding policy and a
role descriptor. Currently an enhanced DBS check may be undertaken on a supervised volunteer,

a Barred List check and enhanced DBS check will be necessary for a volunteer who is undertaking
‘regulated activity’. This will therefore include an identity check. There should also be an
interview/discussion to ascertain the person’s suitability to work in a setting with children and
any recommendations that can be provided from other settings. References should be sought.
Induction, ongoing supervision and mentoring/guidance will be important to ensure appropriate
conduct in relation to the safety and welfare of children. Volunteers will be subject to the
school’s Code of Conduct. (see also DSCB procedures, chapter on Recruitment and Selection).
4.

Policy Statement

Example:
Brackenfield SEND School is committed to safeguarding and promoting the welfare of
children and young people and expects all staff and volunteers to share this commitment.
This statement will be utilised on advertisements, information for candidates, person
specifications and job descriptions. It is a requirement that at least one member of each
interview panel should have completed safer recruitment training, which covers at least the
minimum content prescribed by the DfE document above.
5.

Reviewing the Vacancy

When a vacancy occurs the need for the post will be reviewed before a recruitment process is
undertaken. This will establish whether the need for the duties and responsibilities of the post
still exist, have increased, decreased, or changed in any way, taking into account developments
that are predicted or anticipated in the foreseeable future. If a change to the nature of the post
is planned, the Governing Board will follow an agreed consultation process to amend the staffing
structure.
6.

Redeploying Existing Employees

Existing employees at risk of redundancy or subject to redeployment, protection of earnings or
buy out of hours issues must be considered for suitable vacancies which match their skills. It is
recognised that retaining such employees captures their existing knowledge and experience
and, where appropriate, avoids the expense, delay and potential risk of taking on a new
employee.
7.

Workforce Planning

The school will take an active approach workforce planning, in seeking to develop employees to
potentially fill any gaps which arise, as colleagues move on or when the schools staffing needs
change. Succession planning will benefit both individuals and the school by increasing skills and
experience.
8.

Planning the Process

Once it has been determined to recruit to a vacant post, a panel will be set up in accordance with
the Governing Board’s policy- following school staffing regulations 2009 paragraph 4 section 2
this is delegated to the head teacher.

The selection panel will:
•
Agree the panel member(s) responsible for scrutinising the applications, for
inconsistencies and gaps, prior to short listing and references prior to interview. This
member to also receive notification if any applicant has declared a criminal conviction.
•
Agree a timetable with panel members.
•
Review the job description and person specification and ensure any necessary reevaluation of grade, salary and conditions of service is undertaken when necessary.
•
Draft the advertisement and covering letter or delegate this to one member
•
Plan the methods of assessment to be utilised during the selection process
•
Consider whether it would be appropriate to invite external advice or support from the
Local Authority, or a trade union observer to attend for monitoring of equal opportunities.
A selection panel will always be of at least 2 people, preferably a minimum of 3.
For the recruitment of a Headteacher, Deputy or Assistant Headteacher the selection panel
must consist of at least 3 Governors. Specific advice will be obtained whenever the appointment
of a headteacher is undertaken. For the appointment of a Deputy or Assistant Headteacher one
of the 3 appointed governors will be the Head Teacher.
The members of the selection panel will, wherever possible, be:
•
appropriately trained, one member at least holding the ‘Safer Recruitment Training’
certificate,
•
available for all stages of the process,
•
balanced in respect of race, gender, etc.
9.

Job Description/Job Profile

The job description will describe the purpose, scope, duties and responsibilities of the job. The
existing job description will be checked for accuracy regardless of the type of job, and for support
staff alongside the Job Family Role Profile(s), before a new post holder is recruited. This is to
check that the duties, responsibilities and grading of the post are still correct, conform to the
parameters of the role and in line with the School Staffing structure and in accordance with the
Restructuring and Redundancy Policy. For all new/changed job descriptions or those that have
not been previously evaluated- will be evaluated through the DCC job evaluation panel.
For support staff, the emphasis of the Job Family is to focus on a group of similar jobs, rather
than individual jobs. A Job Family considers how many levels of that type of work there are and
describes the key factors that differentiate one level from the next and can be used to provide a
clear structure for defining how individuals may progress and develop, as well as providing a tool
to allow managers to put the right people in the right job.
Each level in a particular Job Family is differentiated by changes in accountabilities, technical
knowledge and skills expected at each level. It can be used to identify and understand the work
expected at each and where individual roles fit against each level.
The appropriate level of responsibility for the safeguarding and welfare of children must be
included in the job description for all posts, not just with direct responsibility for children.
In terms of recruitment, the job and person profile format should be used rather than the
previous ‘job description’, other than for those posts which are not Single Status posts.

The job description will provide the basis of the selection procedure along with the person
specification. The appropriate level of responsibility for the safeguarding and welfare of children
must be included in the job description.
10.

Person Specification/Person Profile

Every post will have a person specification. It will be reviewed along with the job description
and, for support staff the job family role profile, before recruitment is undertaken. The person
specification may identify both essential and desirable criteria which are required to perform the
duties of the post. The skills, attitudes and expertise required for the level of responsibility for
the safeguarding and welfare of children must be included in the person specification. The
selection panel will use the person specification at both shortlisting and interview.
The person specification should indicate how the requirements of the post will be tested and
assessed during the selection process.
11.

Job Evaluation

Grading and designation of posts
All teachers are required to meet the National Standards for Teachers but for specific posts of
responsibility additional standards/criteria apply as follows:
•
•
•

Leadership Group - National Standards of Excellence for Headteachers, school’s pay policy
and STPCD.
Posts of Responsibility for Teachers - The criteria for the award of Teaching and Learning
Responsibility (TLR) payments, in line with the school’s pay policy and staffing structure.
Pay Policy criteria and guidance in the STPCD for the award of allowances for Special
Education Needs – for teachers in relevant circumstances.

Support Staff Roles:
Following the implementation of Single Status in schools all jobs are allocated into a job family
and evaluated using the Hay Job Evaluation scheme adopted by the Local Authority (LA).
Except for the few schools that have not adopted the Single Status scheme, job and person
profiles are evaluated by the LA and awarded a points score in relation to common work
elements, of knowledge & skills, problem solving, accountability and additional work elements.
Each element is scored on a separate matrix to arrive at a grade for the post. This enables the
school and authority to operate a fair and equal pay structure. Schools should seek HR advice
when identifying benchmark roles or school support staff posts. (see Advice & Guidance for
further information in relation to job evaluation when support staff roles are changed).
12.

Application Form

All applicants will be required to complete all sections of the relevant standard application form.
Most posts will also require the submission of a covering letter of application.
13.

Advertisements

For all posts advertised, either internally and externally, consideration will be given by the panel
to where the post should be advertised, in addition to the Local Authority media. In
circumstances where attracting good quality candidates from diverse backgrounds is not easy,
the school will explore other ways of publicising vacancies which might appeal to potential
candidates. In order to secure the best possible candidate to fill a vacant post and to provide
equal opportunity to all potential applicants, posts will be advertised externally. In certain
circumstances, particularly where staffing reductions are required, only an internal advert may
be placed in the first instance. Also, where there is no vacancy but it has been decided to
incorporate additional temporary or permanent allowances, or promoted posts in the staffing
structure, an internal advertisement will be placed. Consideration will be given by the panel as
to where the post should be advertised in addition to the Local Authority media. Only essential
elements of the person specification will be included in the advert, not desirable criteria. The
school’s safer recruitment policy statement will appear in the advert. Only genuine occupational
qualifications will be included. Advertisements for Headteachers or Deputy Headteachers
(schools to decide whether to include deputy posts as well, in the interests of attracting the best
candidates) will be placed in the electronic media, except where the Governors secure
confirmation from the Local Authority (for Maintained Schools) that the situation is one where
this may not be required.
14.

Scrutinising and Shortlisting

After the closing date and prior to shortlisting taking place, the delegated panel member will
scrutinise all application forms.
Discrepancies, anomalies or concerns identified will be considered during shortlisting and
further investigated prior to interview. If the candidate is selected for interview, they will be
explored during the selection process, in accordance with Safer Recruitment. Gaps in a
candidate’s employment history or reasons not given for leaving previous posts will be noted for
exploration at interview. Shortlisting decisions will be recorded.
At shortlisting the qualifications, experience, knowledge and skills of the candidate will be
assessed against the essential and desirable criteria of the person specification. The following
principles will be followed:
•
•
•

•
•
•

All members of the panel will be involved in the shortlisting
Shortlisting will be based only on the information contained within the application form
and letter or arising from scrutiny
The criteria will be consistently applied to all applicants. Advice from the Schools HR
Advisory Service should be sought where an applicant indicates a disability. Such
applicants can anticipate an invitation to interview if they meet the essential criteria. It is
advisable that schools receive support to ensure the shortlisting process is robust
Applications will be measured against the selection criteria and not other applications. Any
applicants who do not meet the essential criteria should not be shortlisted
Selection criteria may be weighted to recognise more important aspects
Unless it is one of the criteria for the post, the application form should not be used as a test
of literacy

•
•
•
•
•
•
15.

Where the Equality Act may apply to the applicant, further advice will be sought in
applying the shortlisting criteria to ensure such applicants are invited to interview where
appropriate under the legislation
Any requirement for formal qualifications will be linked to the requirements of the post.
Candidates will not be given priority, nor discriminated against, because they hold a higher
qualification than specified
The reasons for selecting or rejecting candidates for shortlisting will be recorded
Applicants who are not shortlisted will be notified as soon as possible
A critical re-appraisal of the original documentation will take place if a sufficient field is not
secured before re-advertisement
If an applicant declares a criminal conviction during the application process the Chair of
the panel should discuss how this should be handled with the Schools HR Advisory Service.
References

References will be taken up prior to interview. Wherever possible, adequate time will be allowed
between shortlisting and interview in order for references to be scrutinised. If, in exceptional
circumstances, references are taken up after the offer of an appointment has been made, the
selection panel will ensure that the references are obtained, scrutinised and any concerns
resolved before the appointment is confirmed.
Applicants will be asked to provide the details of two referees. One referee will be the
applicant’s current or most recent employer. If the applicant is working in a school then the
reference must be sourced from the Headteacher and signed. If the applicant is not currently
working with children but has done so in the past, details will also be requested of that employer.
References will be requested from work based addresses. If references are emailed, to meet a
tight timescale, then secure transfer of data must be ensured and the source verified. Emailed
references must be signed/electronically signed and sent from a verified email address. No open
references or testimonials will be accepted, nor references from relatives or people solely in the
capacity as friends.
Referees will be supplied with a copy of the job description and person specification (for support
staff roles, job and person profile) and will be asked:
•
about their relationship with the candidate (eg. how long they have known the candidate
and in what capacity)
•
whether the referee is satisfied that the person has the ability and is suitable to undertake
the post
•
how the candidate has demonstrated that they can meet the requirements of the person
specification
•
whether the referee is completely satisfied that the candidate is suitable to work with
children and, if not, details will be requested of their concerns
•
for teachers, the referee will be asked to state whether the candidate has been subject to
Formal Capability (professional competence) procedures, within the last 2 years, and to
provide details where this is the case.
In addition, the applicant’s current and/or previous employers will be asked the questions
recommended in the guidance on Safer Recruitment from the DfE, in Keeping Children Safe in
Education. (See Appendix 2– Advice & Guidance for sample reference questionnaire)

The referee will be informed that they have a responsibility to ensure the accuracy of the
reference and that it does not to the best of their knowledge, contain any mis-statements or
omissions, relating to the requirements of the person specification/job description and/or
reference questions. They will also be informed that the content of the reference may be
discussed with the applicant. (See Appendix 4 - Advice and Guidance for advice on employees’
records & references). It should be noted that outgoing references, and those for internal
transfers, will be open to inspection on request by the employee.
The nominated panel member will scrutinise the references before interview and seek
clarification were necessary. The referee(s) will be asked to confirm any additional information
in writing or the panel member should record the information and send to the referee for their
confirmation. If this is not forthcoming, the panel member should sign and date the record along
with any other panel member or colleague who witnessed the call.
Any issues arising from the references, or inconsistencies between the information contained in
the application and in the references, will be taken up with the applicant during the interview.
Information concerning absence, of the candidate who has received a conditional offer only,
will be requested from the current (most recent) employer after the interview process. In order
to fulfil the school’s responsibility to determine whether successful candidates have the physical
and mental capacity for the role, where there are grounds for concern, a referral to Occupational
Health, in addition to the medical questionnaire completed by all prospective employees, should
be arranged. Where the information requires discussion with the candidate, this will be arranged
before employment is confirmed. The School may take HR advice on the provisions of the
Equality Act 2010
Where such a discussion is held with the provisionally selected candidate who has declared a
disability, this will include identification of any reasonable adjustments that may be relevant.
Information provided about past disciplinary action or allegations, which would only relate to
harm to the safety and welfare of children, will be considered in the circumstances of each
individual case and will not automatically rule out an applicant before the selection procedure.
The selection criteria, based on the person specification and job description must be applied to
all candidates equally and fairly. Allegations that were not proven or found malicious will not be
included in references.
For the issue of an individual’s access to view their reference please see Appendix 4 - Advice and
Guidance.
16.

Selection Process

Candidates shortlisted for interview will, wherever possible, be given at least 7 days written
notice of the procedure. Candidates will be informed what selection procedures will be included
in the recruitment process and approximately how long it will take. Candidates will be asked to
bring all relevant documentation to verify qualifications and form of identity to the selection
procedure. They will also be asked to bring, in a sealed envelope, a list of any convictions, spent
or otherwise, they may hold and any sanctions imposed by a regulatory body. Arrangements
will be made to copy the documentation of the successful candidate for retention on file.

Candidates should be asked if they have any specific requirements that need to be taken into
account. Where necessary, advice will be sought in relation to making adjustments under the
Equality Act 2010.
The selection process for people employed to work with children should always include a faceto-face interview, even if there is only one candidate. The interview will assess the candidate
against the job requirements and explore their suitability to work with children. The content of
the questions will be planned by the panel beforehand and will reflect the guidance on Safer
Recruitment from the latest DfE in Keeping Children Safe in Education and in safer recruitment
training.
If, for whatever reason, references were not available before the interview, the candidate will be
asked if there is anything they wish to declare or discuss as a response to the questions that will
have been put to the referees. They will be informed that the appointment will not be confirmed
until responses to the range of checks and references have been received. The panel may then
need to reconvene to discuss any issues arising from the references with the preferred
candidate.
Candidates will be asked if they would require any adjustments to carry out the role. Where an
intrinsic part of the job requires a significant amount of manual handling, for instance, it is
legitimate for the panel to ask about the candidates’ experience and skills in relation to fulfilling
this aspect of the roll.
17.

Offer of Appointment

The successful candidate will be verbally informed of the intention to offer them the post. It will
be made clear that this does not constitute a formal offer of appointment and that a number of
checks are required before such an offer can be made. Any written communication will also
make this clear. Information on health and attendance will now be requested from the current
employer of the candidate who has received a conditional offer of employment. Arrangements
will be made to discuss this information prior to confirming the employment where relevant.
Detailed information on the range of checks required, including for internal appointments, is
available in the LA advice on the Single Central Record and Disclosure & Barring checks. The
‘Disqualification’ check, for relevant employees only, is carried out by the school.
When an offer of employment is made it should be made clear to the successful candidate that
the offer of employment is conditional upon receipt of a satisfactory employment clearance, this
will include an enhanced DBS disclosure. The disclosure will contain details of all spent and
unspent criminal convictions as this post is exempt under the Rehabilitation of Offenders Act
1974. At this point the candidate should be given the opportunity to disclose any relevant
information that they wish to discuss prior to the receipt of the enhanced DBS.
As already outlined above, successful candidates will be required to complete a medical
questionnaire, which may be followed by an appointment with Occupational Health, where this
is appropriate in order to ascertain their fitness for the role and any reasonable adjustments that
may be necessary. Arrangements will be made to discuss this information prior to confirming
the employment, where relevant. In particular, the school will explore with a candidate for a
teaching post any information that calls into question their potential fitness and capability for

the role. Where this information raises any concerns about the candidates’ suitability, the
school/academy will contact their HR service for advice.
In the event that the candidate does not take up the appointment any decision to offer the
appointment to a second choice candidate will be taken by the whole panel. Unsuccessful
candidates will be advised as soon as possible after the interview. Feedback will be offered after
the recruitment process to all applicants. All documentation relating to the selection process
will be retained for 12 months.
Whenever possible, the panel will review the process and communicate any learning points to
the wider group of those undertaking recruitment for the school.
18.

Monitoring and Evaluation

This policy will be monitored through:
o
Feedback from applicants
o
Staff turnover – reasons for leaving
o
Feedback from selection panels
o
Reflection from Headteacher on effectiveness of appointments
o
When the school/academy has access to the equalities monitoring data, the Governing Body
will compare with the LA’s data to consider whether the school/ academy should address any
areas of potential discrimination identified. From time to time the Local Authority may
conduct an analysis of equalities monitoring information. The school will co-operate with any
such initiative and take on board any conclusions. (How frequently the recruitment monitoring
information is collated, compared to benchmarking data and analysed will depend on the size
of the school and staff turnover.)
This policy will be reviewed every year or when changes in legislation, best practice
indicate/dictate.
19.

Exit Interviews

Exit interviews should be offered to all employees who have resigned from their post. The
purpose of the interview is.
•
•
•
•
•

To enable them to provide feedback on their employment experience with the school
Allow employees to be open and frank
Identify areas for improvement
To ensure that leaving employees return all data/items belonging to the school
To ensure employees are made aware of confidentiality required for past employees of the
school

Employees should be offered an exit interview with either their line manager or headteacher. In
exceptional circumstances it may be appropriate for such an interview to be carried out by the
Chair or other suitable Governor.
Information gained from exit interviews should be used to evaluate recruitment practice within
the school as well as being used to reviewing the vacant post. Relevant information received
from exit interviews should be reported to the Personnel Sub-Committee.

Exit interviews can also provide information as to the culture of the school; this is particularly
useful when considering aspects of safeguarding children.
An exit interview would normally cover the following areas.
•
•

Reason for leaving
Aspects of the post

VACANCY NOTIFIED

Review need for post

Agree selection panel
With safer recruitment trained member

Agree applicants’ pack (JD, person spec,
safeguarding info, checks. etc. and advert) and
advert arrangements

Advertise, include safeguarding statement

Scrutinise Applications & shortlist

Send for references of shortlisted, scrutinise &
check where necessary

Interview, explore discrepancies, gaps & any
declaration of criminal offence

Conditional offer of post
Send for absence data on selected candidate

If necessary, discuss absences with candidate
who has received conditional offer & determine
whether to proceed with appointment

Initiate other pre-employment checks, school
carries out ‘disqualification’ check, for relevant
employees
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1.

Introduction

The aim of the policy is to enable schools to achieve a consistent and equitable approach to
recruitment and selection. It is intended for use by all governors, Headteachers and school
employees involved in this procedure.
Throughout the policy the safeguarding of children is given priority and it incorporates
recommendations made following the report by Sir Michael Bichard. The policy advises schools
on processes that help deter, reject or identify people who might abuse children or are otherwise
unsuited to work with them. Safer recruitment practices are considered at every stage of the
recruitment process.
In addition to considering safer recruitment, this policy seeks to eliminate discrimination and
promote equal opportunities in employment thereby enhancing the quality of the education
that the school provides to its pupils. The policy also aims to promote the understanding of best
personnel practice, relevant legislation and policy.
This document links with all other Authority policies, advice and guidance available to schools
that relate to the area of recruitment.
This document should be made available to all staff and governors who take part in recruitment
and selection procedures within the school.
If further advice, guidance or clarification is required schools should contact Schools HR Advisory
Service on 01629 535734
2.

Safer Recruitment

Safer recruitment practice means thinking about and including issues of child protection,
safeguarding and the welfare of children throughout the process, starting with planning.
Such practices will lengthen the time needed to fill a post, however, it is vital to allow enough
time for important tasks to be meaningfully undertaken. Interview panels should always be
prepared not to appoint to a post rather than making an appointment where concerns exist.
3.

Policy Statement

In accordance with safer recruitment practice each school should have its own recruitment and
selection policy statement. The statement should also link to the school’s child protection
policy.
Example –
‘This School is committed to safeguarding and promoting the welfare of children and young people
and expects all staff and volunteers to share this commitment’
The statement should be used on all literature associated with recruitment including:
▪
▪

Advertisements
Information for candidates

▪
▪
▪
4.

Person Specifications
Job descriptions
Covering letter
Safer Recruitment Training

Safer recruitment face to face on-line training has been developed as part of the response to the
Bichard Report. It is currently required that at least one member of the selection panel has
passed the training and it is strongly recommended that the headteacher and one governor
undertake this training before undertaking any recruitment and selection. Since September
2014 schools are not restricted to securing safer recruitment training from only those who were
trained by the DfE however it is strongly recommended that schools utilise accredited trainers
as referenced below. The minimum content of the training is detailed in KCSiE and schools
should ensure that any training they access covers these areas and meets their particular
requirements. The DfE set up a national consortium to draw up a replacement for the original
certified training and this is being delivered through the Lucy Faithful Foundation, who have
accredited trainers to deliver their workshop materials, and the NSPCC, who are providing online training.
Schools should take particular care that the training is sufficient and meets their needs, if
accessing training from providers other than these. It is important to consider the safer
recruitment training in conjunction with other safeguarding training, ensuring the links are
made and that within their portfolio the school benefits from some inter agency training and
that those attending share learning with colleagues. Ideally, staff attending a mixture of
workshop and on-line training will enable colleagues to share the benefits accrued from both
methods. It is strongly recommended that staff/relevant governors renew/refresh their Safer
Recruitment training after a maximum of 5 years.
5.

Legislation

All governors, headteachers and school employees involved in the recruitment and selection
process should be aware of their responsibilities under the law to behave in a non-discriminatory
manner. There are a number of key areas of legislation relevant to recruitment and selection.
These are:
Equality Act 2010
This act largely consolidates previous legislation but also includes some new ‘protected’
characteristics of employees. The total protected characteristics now comprise:
•
•
•
•
•
•
•
•

Age
Disability
Gender Re-assignment
Marriage and civil partnership
Race
Religion or belief
Sex
Sexual orientation

The Act makes it illegal to discriminate against a person, in relation to one of the protected
characteristics, when making recruitment decisions.
Public bodies have a duty to show due regard to the need to advance equality of opportunity
between people who share a protected characteristic and those who do not. There is also a duty
to foster good relations between people who share a protected characteristic and those who do
not.
The Immigration, Asylum and Nationality Act 2006
This act makes it an offence to employ a person with no immigration entitlement. More
information can be found in the section on pre-employment checks below.
General Data Proctection Regulation 2018
The recruitment and selection process necessarily involves an employer in collecting and using
information about workers. Much of this information is personal in nature and can affect a
worker’s privacy. The Act does not prevent an employer from carrying out an effective
recruitment exercise but helps to strike a balance between the employer’s needs and the
applicant’s right to respect for his or her private life. (see Information Commissioner’s Office
publication ‘The Employment Practices Code’ part one, recruitment and selection.)
Local Government and Housing Act 1989
This stipulates that every appointment of a person to a paid office of employment with a Local
Council “shall be made on merit”.
The Act also designates certain posts as ‘politically restricted’. Politically restricted posts are
those for support staff remunerated at SCP 48 and above on the Derbyshire Pay & Grading
Structure. For posts at this level it is a condition of employment that the postholder does not
stand for election to Local Authority (excluding Parish Council), the House of Commons or
European Parliament, hold an office in a political party or act as an election or sub-election agent
for a candidate for election. Nor are they allowed to canvass at elections or speak or write
publicly with an apparent intention to affect public support for a Political Party. An employee is
also given the right to appeal this decision. Further advice can be sought from Your HR Advisory
Service Provider.

6.

Staffing Review

On every occasion the school should consider whether the post should be filled on a like-for-like
basis and if staffing review would be beneficial. The following points should be taken into
account.
▪
▪
▪

Are there any other material factors that affect the post, ie predicted falling pupil
numbers/budgetary constraints?
Have any reforms/initiatives altered the nature of the post?
Have workforce reforms/remodelling/other initiatives altered the nature of the post

▪
▪
▪
▪
▪
▪

Are the duties of the post still required?
Could duties be reallocated/should they be included in this post/could other duties be
included in this post?
Is the workload reflected correctly by the hours of the post /or management time awarded?
Is there a plan to increase or reduce hours?
Will the post requirements change in the near future?
If undertaken, feedback received during the exit interview (See Exit Interview).

When a vacancy arises in school consideration should be given to whether redeployment under
the redundancy and restructure procedures applies and whether consideration should be given
to any fixed-term contracts in school (see contracts guidance for schools)
If the job description is amended and the level of responsibility changed the post should be reevaluated (see Job Evaluation,).

Please be aware that you will need to consult with school employees and trade
unions/professional associations. if you intend to amend the staffing structure. (Further advice
can be found in Statutory Requirement to Review the Staffing Structure -published 2005 and the
DCC model Redundancy and Restructure Policy and Procedure – January 2017 available on S4S).
7.

Planning the Process

When the decision is taken that a vacancy should be filled, the following should be undertaken.
▪
▪

▪

▪
▪
▪
▪

Agree the panel for the recruitment and selection process. Ensure that at least one member
has the Safer Recruitment Training certificate
Agree the process for scrutinising the applications prior to shortlisting and references prior
to interview for concerns and inconsistencies. Determine also the process for receiving any
declarations of criminal records and for consulting with HR for advice on how this should be
handled at interview.
Agree a timetable with all the panel members – the agreed time scale should not be rushed.
For example the panel needs to allow adequate time to obtain references prior to the
interview
Review the job description and person specification – ensure that these are available in an
electronic format. Check for reference to responsibilities for ‘safeguarding’
Draft the advertisement and the covering letter for the applicant’s pack
Consider methods of assessment that will be used during the selection process (see
Assessment)
In particular circumstances (eg school reorganisation) the panel may wish to request a trade
union observer attend the selection process for monitoring of equal opportunities. There
may also be instances when a trade union requests that one of its observers attends
throughout a selection process. It is usual to accede. The observer should be party to all
stages of the recruitment and selection process but not participate in the decision making
process. Any concern they may have should be raised outside of any interviews

The Selection Panel
The selection panel should be formed in accordance with the Governing Boards policy on the
level of Governor involvement in the recruitment processes and should take account of the
current School Staffing Regulations. The schooL should endeavour to establish panels that

represent a balance of gender, other characteristics and categories of governor, where
reasonably practicable.
It is recommended that the selection panel consists of at least 2, but preferably 3, people and all
members should be involved at all stages of the process. Usually the Headteacher should lead
the selection process. Having a panel of at least 2 people allows one member to observe and
assess the candidate while being questioned by the other and also reduces the possibility of any
dispute about what was discussed during the interview.
Ideally more than one panel member should be nominated to scrutinise the application forms
and references. This means that issues are less likely to be missed and the potential effect of
different panel members’ preconceptions is minimised. Although it is not essential for all panel
members to have undertaken the Safer Recruitment training it is strongly recommended that
this has been undertaken by one of the people scrutinising the application forms and references
In instances where the appointment is for the Headteacher, Deputy or Assistant Headteacher
the selection panel must consist of at least 3 governors. In the case of the appointment of the
Deputy Head/Assistant had one of these governors will be the Head Teacher.
When recruiting to the post of Headteacher further information can be sought from the DCC
Headship Recruitment and Selection Service.
The members of the selection panel should be:
▪
▪
▪
▪

Appropriately trained (see section Safer Recruitment Training)
Available for all stages of the process
Able to commit the time required
Wherever possible balanced in respect of race/gender/age etc.

Once the applications have been received any panel member who has a connection to any
applicant must declare this. Where the panel decides that the connection amounts to ‘an
interest’ they may seek a replacement member.
The Job Description
The job description describes the purpose, scope, duties and responsibilities of a particular job.
When a post is vacated, it is important that the job description is reviewed, taking into
consideration for support staff posts the Job Family Role Profiles and updated as appropriate, in
line with the School Staffing structure and in accordance with the Restructuring and
Redundancy Policy. This will ensure that the duties, responsibilities and grading of the post are
correct prior to the advert. For teaching posts the job description will provide the basis for the
selection procedure along with the person specification. The job description should be written
in a clear and simple manner and criteria should be relevant to the requirement of the post.
The job description usually includes the following
▪
▪
▪

Job Title, Department and Grade
Purpose of the Job
Location

▪
▪
▪
▪
▪
▪
▪

Hours of work and Management Time– if appropriate
To whom the job is responsible
Responsibility for other employees
Job duties
The post holder’s responsibility for promoting and safeguarding the welfare of children and
young people within the school*
Safer recruitment policy statement
Date of issue.
*This will vary from post to post, however, every post within school will have some degree
of responsibility for safeguarding children.

The job description of a teaching post should state clearly that the post is one to which the rights
and duties set out in the STPCD, and the Burgundy Book apply. The list of professional duties in
the Pay and Conditions Document should be attached as an annex to the job description so that
its limits are clear to all concerned.
The Person Specification
Every post in school should have a person specification. It is important that this is reviewed
along with the job description so that it accurately reflects the requirements of the post.
The person specification will identify both the essential and desirable criteria which are required
to perform the duties of the post. These criteria must relate to the duties in the job description.
The selection panel will use the person specification at both the shortlisting and interview stages
of the recruitment process. It should also form part of the information provided to all potential
applicants.
A person specification would normally include the following:
▪
▪
▪
▪
▪

▪
▪

Skills required to undertake the duties of the post
Experience required to perform the duties of the post
Knowledge required to perform the duties of the post
Qualifications required for the post
Any other requirements in relation to working with children and young people - in particular
reflect the knowledge, skills and attitudes which are required to sustain and promote the
safety and welfare of children.
Any other requirements specific to the post which have not previously been included
Date of issue.

Criteria used should be able to be assessed or verified as well as being relevant to the post. Care
should be taken to ensure that criteria are neither discriminatory nor unnecessarily restrictive.
The person specification should indicate how the requirements of the post would be tested and
assessed during the selection process.
The person specification should include a criterion with wording such as “a commitment to the
school’s or LA’s Equality and Diversity Statement”.

Job Evaluation for Support Staff Roles
If the duties of a post have changed, or if it is a new post, then it will be evaluated to ensure that
it is graded correctly. If the school/academy has adopted the DCC Single Status agreement,
information should be submitted to the LA to facilitate a job evaluation. This is likely to include:•
•
•
•
•

The reason for the job evaluation and a brief rationale for the revised or new post
A copy of the current job description and person specification for an existing post as well as
grade and current hours and weeks worked
A copy of the new or revised job description and person specification along with proposed
hours and weeks worked. Changes to the previous post should be highlighted
A brief organisation chart or a list of posts, showing the position of the post within the
structure. This should clearly show posts responsible to and responsible for
Any contextual information, it is felt that the JE Panel undertaking the evaluation of the post
need to be aware of (a form can be obtained from the HR Advice & Guidance team).

Information on the LA job evaluation scheme, following the introduction of Single Status, can
be found on the website www.derbyshire.gov.uk
Advice and guidance on the roles and responsibilities for teaching posts can be found in the
School Teachers Pay and Conditions Document.
Application Form
All applicants must complete all sections of the standard relevant application form as this
ensures all candidates have the opportunity to provide the same information. A CV should never
be the only source of information used for selection as these contain information applicants wish
to present and often omit important information. If Governors wish to consider information on
CVs then all applicants should be asked to submit one along with the completion of the standard
application form.
In some instances additional information may be requested in the form of a covering letter. This
request should be made of all applicants with clear instructions as to what is required and its
purpose.
If an applicant requires assistance to complete an application form or requires it to be in an
alternative format (such as Braille) then this should be allowed. Please contact Schools HR
Advisory Service for further advice.
There are a number of standard application forms available for use these are as follows:
▪
▪
▪

Teaching Application form (plus on-line version)
Support Staff Application form (plus on-line version)
Short-version – used for cleaning posts (plus on-line version)

The on-line version of all application forms varies from the paper version slightly in layout,
however, the information requested on both is the same. Shortlisted candidates who have
applied on line are required to sign the application when attending for interview.

8.

Advertising Vacancies

The advert is important as this is used to encourage applications from suitable people. If the
advert fails to target the correct audience a suitable appointment may not be made. It is
important, therefore, that thought is given to both the content of the advert and where it is
placed. The advert also needs to deter unsuitable people from applying by including the
requirement for Disclosure and Barring Service check plus the school’s statement regarding the
commitment to safeguarding children.
Vacant posts should be advertised externally to provide the opportunity to attract the best
candidate for the post and to offer equal opportunity to potential applicants. In some
circumstances, it may be appropriate to first consider internal candidates, as this may offer
redeployment to reduce/remove the risk of future job loss. Similarly some responsibility
allowances could only be advertised internally as there is no vacancy to which they are attached.
The following points should be considered:
▪
▪

▪
▪

▪
▪
▪
▪

Adverts should be clear and unambiguous, reflect fairly the requirements of the post and be
consistent with the job description and person specification
The number of words in the advert should be kept to a minimum – good adverts are focussed
and relevant. Supplementary information can be provided in the additional information
included in the applicant’s pack
Ensure the name and location of the school are included in the advert
Only essential elements of the person specification should be reflected in the advert, this will
allow potential applicants to self-select. The desirable criteria should not be used as this may
discourage potential applicants who do not meet them
All jobs being open to part time working
The School’s Safer Recruitment Policy statement should appear in the advert
If a post has a ‘genuine occupational qualification’ please contact the Children‘s Services HR
Advice and Guidance for advice
Whether the school encourages visits from potential candidates.

If the school encourages potential applicants to visit the school prior to making an application
for the post then this should be mentioned in the additional details attached to the post. If at all
possible no one on the selection panel should take the potential applicant round the school.
The success of an advertisement should not be gauged by the number of enquiries received but
by the number of applications received from people who could be appointed. In order for the
advert to be successful, the timing and the time scale to apply contained within the advert must
be reasonable.
Adverts need to be placed in the correct media to ensure that the target audience is reached.
Online advertising services in the schools sector may help to keep costs to a minimum

When appointing to the post of Headteacher the position should be advertised in such a
manner as it considers appropriate. This does not always mean advertising nationally,
although this is often a good way of maximising the field of potential candidates to
attract and secure the best possible candidates. The only exception to this is in certain
circumstances when the school or schools are going through a re-organisation or

federation. Further advice on any Headship appointment should be sought from the
Schools HR Advisory Service.
9.

E-recruitment

E-recruitment enables adverts to appear on the Derbyshire County Council website
(https://jobs.derbyshire.gov.uk/ ) with the job description attached. There is also the facility for
the person specification and other post details to appear as attachments to the advert. All
documents, job description and other attachments, need to be provided to Shared Services
Centre, Advertising Team in an electronic format. Although it is not essential, it is advisable for
the person specification to appear as an attachment to the advert as this allows self-selection at
a very early stage of the process.
Contact may be made with the Advertising Team on 01629 535118.
Adverts should be placed by completing the Advertising Request Form. This form should then be
emailed, along with the relevant attachments, to recruitment@derbyshire.gov.uk .
As well as appearing on the website adverts also appear weekly in the Jobs@Derbyshire
Bulletin.
The administration of the advertising process is handled by Shared Services Centre, Advertising
Team. Applicants apply using the online facility or make contact to request despatch of an
applicant’s pack.
More detailed information on the e-recruitment system, including deadlines for placing adverts,
can be found in E-recruitment – Guidance Notes for Schools or alternatively you can contact
Schools’ Shared Service Centre.
10.

Applicants’ Information Pack

It is important that all job applicants receive the same pack of information. As posts appear both
on-line (https://jobs.derbyshire.gov.uk/), in the Jobs @ Derbyshire Bulletin and sometimes in
the press all information needs to be available in an electronic format. The following
information will be included in a standard Applicant’s Pack:
▪
▪
▪
▪
▪

▪
▪
▪
▪
▪

Application form
Copy of the advert
Job description (provided by school)
Person Specification (if provided by school)
Additional information/Covering letter (if provided by school) including a statement if the
post is politically restricted. Information about the school and the selection process,
including interview date
Safeguarding information/policy
Teaching Staff Conditions of Service
Support Staff ‘Working for Us’ book
Criminal Record Check Policy and information concerning Disqualification under the 2006
Children Act, where appropriate
Return envelope

▪
11.

Equality and Diversity Policy
Scrutinising and Shortlisting

After the closing date and prior to shortlisting taking place, in line with the agreed process,
scrutinising of all application forms should take place to:▪
▪
▪
▪

Ensure they are fully and properly completed
An incomplete application form should be returned for completion if at all possible
Check that information provided is consistent and does not contain any discrepancies
Identify any gaps in employment that are not explained
Identify any unusual career patterns (e.g. a repeated change in employment without any
clear career or salary progression, or a move from a permanent to relief or temporary work)*

*There

can be a variety of reasons why an individual may have an unusual career path and this
should not prevent a candidate from being shortlisted as it can be explored at interview.
The Headteacher has the overall responsibility (except for a Headteacher recruitment process)
for the identification of any discrepancies, anomalies or concerns which should then be referred
for consideration during shortlisting and, if the candidate is shortlisted, explored and verified
during the selection process.
The shortlisting process looks at knowledge, skills, experience and qualifications identified by
candidates through their application and measures them against the essential criteria on the
person specification.
The following principles should be followed:
▪
▪
▪

▪
▪
▪
▪
▪

▪

▪

All members of the selection panel should be involved in the shortlisting process.
The shortlisting must only be based on information contained within the application form,
job description and person specification
The criteria must be consistently applied to all applicants. Advice from Schools HR Advisory
Service should be sought where an applicant indicates a disability. Such applicants can
anticipate an interview, where they meet the essential criteria. It is recognised that this
assessment is not always straightforward
Applicants should not be shortlisted on the basis of subjective information or characteristics
not referred to in the person specification
An application should always be measured against the selection criteria and not other
applications
Selection criteria can be weighted to recognise more important aspects of a particular post
Unless it is a requirement of the job, the application form should not be used as a test of
literacy
Some applicants may not be able to complete the application form without help. This factor,
in itself, may not be relevant in making a final decision. Please contact Schools HR Advisory
Service for advice
Any requirement to hold formal qualifications should be linked to the requirements of the
post. Candidates should not be given priority, or discriminated against, because they hold a
higher qualification than specified
Reasons should be recorded for rejecting or shortlisting candidates

Applicants that are not shortlisted should be notified as soon as possible
If shortlisting does not produce a sufficient field from which to recruit consideration should be
given to re-advertising the post. A critical appraisal of the original advert should take place and
any necessary amendments made.
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References

References should be taken up prior to interview. Adequate time needs be allowed between
shortlisting and interview in order for references not only to be received but also scrutinised.
Only in exceptional circumstances should references be taken up after the offer of a job has been
made. In such instances the selection panel must ensure that references are obtained,
scrutinised and any concerns resolved before the appointment is confirmed.
Applicants should be asked to provide the name, address and telephone number of two referees.
One referee should be the applicant’s current or most recent employer. Where an applicant is
working (or worked) in a school the reference must be provided, and signed by, the
Headteacher. For those who will work directly with children but are not currently working with
children, if they have done so in the past, consideration should be given to seeking a reference
as to the person’s suitability to work with children from that employer. The candidate must be
informed of this potential. (See Appendix 4 - advice on employees’ records & references)
The purpose of a reference is to obtain factual information to support appointment decisions.
References should always be sought and obtained directly from the referee using their work
base address. Open references or testimonials provided by the candidate should not be used,
nor should references be accepted if they are from relatives or from people writing solely in the
capacity of friends. References received via email, for reasons of timescale, must conform to
policy on the secure transfer of personal data. The emailed reference should be printed off and
a phone call should be made to the referee to verify that it is themselves who have provided the
reference (i.e. that the email is authentic). The person making this call should then sign and date
the reference and annotate that they have spoken to the referee to verify the email’s
authenticity. This is a purely administrative task and the person making the call must not engage
in any dialogue regarding the content of the reference. Their accountability is limited to
recording a summary of the conversation when they are informed about the origin of the
reference.
When seeking a reference it is important that objective verifiable information is requested and
not subjective opinion. A copy of the job description and person specification for the post should
be included with the request. All reference requests should ask the following questions.
▪
▪
▪
▪

About the referees relationship with the candidate eg how long has the referee known the
candidate and in what capacity?
Whether the referee is satisfied that the person has the ability and is suitable to undertake
the post?
How the candidate has demonstrated that they can meet the requirements of the person
specification?
If the referee is completely satisfied that the candidate is suitable to work with children and,
if not, request specific details of the referee’s concerns.

As well as the above the applicant’s present employer should also be asked:▪
▪

▪
▪

▪

To confirm details of the applicant’s current post and salary
Specific verifiable comments about performance history and conduct. [For a teaching post,
the DfE advises that the relevant body considers directly asking the current employer
whether the candidate has been subject to Formal Capability (competence) proceedings
within the last 2 years. In such circumstances, the Governing Body of a maintained school or
proprietor/trustees of an Academy must then provide details of the concerns that led to the
application of the proceedings, their duration and outcome.] The model Recruitment and
Selection policy commits the school to requesting this information from the employer of
applicants who are currently in teaching posts
Details of any disciplinary procedures the candidate has been subject to where the sanction
is current
Details of allegations or concerns that have been raised about the applicant relating to the
safety and welfare of children or young people or of unsuitable behaviour towards children
or young people, along with the outcome. It should be made clear that any allegations
which were proven to be malicious, false, or unsubstantiated should not be included.
Details of any disciplinary sanctions the applicant has received involving issues relating to
the safety and welfare of children or young people (including any which have been
expunged) along with the outcome

From 1 October 2010 a reference must not ask for health related information on the
candidate or for absence data. This information should be sought from the current or most
recent employer of the preferred candidate only, when a conditional offer has been made.
Additionally all requests should also state that.
▪

▪
▪

The referee has a responsibility to ensure the accuracy of the reference and that it does not
contain any misstatements or omissions related to the requirements of the job
description/person specification and/or reference pro-forma questions.
Relevant factual content of the reference may be discussed with the applicant
Discriminatory statements should be avoided

A pro forma for reference requests covering all the relevant questions has been devised for
schools to use or adapt as appropriate for different posts. (Appendix 2).
Before the interview takes place all references should be checked to ensure that all specific
questions have been answered satisfactorily. If the reference does not answer all the relevant
questions or is vague, the referee should be telephoned and asked to provide a written response
to the omission or clarification as appropriate.
Information in references also needs to be compared with the application form to ensure there
is consistency. The checking of references may be allocated to one member of the selection
panel and it is important that adequate time is allowed for this to be undertaken.
Any discrepancy between the application form and reference should be taken up with the
applicant during the interview.

Where Information that fulfils the criteria for disclosure in a reference is provided about current,
or relevant spent disciplinary sanction(s) or allegations should be considered in the
circumstances of each individual case. Cases where the issue was satisfactorily resolved some
time ago or did not require formal disciplinary sanctions and where no further issues have arisen,
are less likely to cause concern than more serious or recent concerns as well as those that were
not resolved satisfactorily. A history of repeated concerns or allegations over time is also likely
to be a cause for concern. However, repeated unsubstantiated or malicious allegations should
not be included on the reference.
In instances where there are frequent or inexplicable changes of employment or unexplained
anomalies in the career path, references should be taken up from other previous employers.
The sections of the reference that are not related to issues of safeguarding should preferably not
be considered until the panel has made its decision. Undue weight should not be given to
references in the selection process.
Advice on the Writing of References
Staff should be advised that when they are applying for jobs they must nominate the Headteacher
as the first referee, to provide the ‘employer’s reference’. It is not sufficient for this to be a Head of
Department or line manager. The headteacher may call upon other staff to help compile the
reference but it should be provided by the headteacher to the organisation requesting the reference.
The reference should not contain anything that has not already been communicated to the
employee in work reviews, supervision and/or performance management discussions. The reference
should be based on evidence. Further advice is attached as Appendix 4 - Advice & Guidance - advice
on employees records & references.
References should be kept on employees’ personal files.
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Selection Process

Candidates selected for Interview should, whenever possible, be given at least seven days
written notice of the selection process unless the date has been given in previous information.
If the process involves a number of activities candidates should be fully informed of what to
expect and how long the process will take.
As part of the interview process the identity of candidates will be verified. Candidates, including
internal ones, should be asked to bring all original certificates for relevant qualifications with the
appropriate documentation to verify their dates of birth and right to work in the UK. Candidates
should also be asked to bring, in a sealed envelope, a list of any convictions (spent or otherwise)
they may hold. (Advice on Asylum & Immigration Checks is available on S4S) A copy of the
successful candidates’ documentation should be made and placed on their personal file.
The interview letter should also ask candidates if they have any specific requirements that need
to be taken into account. Care should be taken to ensure such requirements are met and those
candidates are not disadvantaged.
14.

Assessment

Interviews are the most widely used method of assessing candidates, however, additional
methods are also used in determining whether candidates are suitable for appointment.
When deciding on the selection procedure for some positions consideration should be given to
using some form of testing. Selection decisions must be directly based on the selection criteria
as detailed in the person specification. It may be that information required to make an
appointment cannot be obtained from either the application form or an interview. Other
assessment methods used should link to specific requirements of the post and be identified in
the person specification.
In order for the school to be a good recruiter and employer of disabled people it is necessary to
be imaginative and flexible in approach. If a disabled person cannot carry out the assessment,
or is disadvantaged due to their impairment, the assessment may need to be revised or the result
used differently. For instance that might mean offering a later interview time because of a
longer journey or extra time in a selection test which a disabled applicant might need. If you are
in any doubt as to what you should do, please ask your HR provider for advice.
It is important that the selection process is planned well in advance. It should be clear exactly
what part of the selection criteria is being tested by each part of the process. Candidates should
be informed prior to interview of the format of the interview process giving them adequate time
to prepare if necessary.
15.

Interviews

The selection process for people employed to work with children should always include a faceto-face interview even if there is only one candidate. The interview should assess each candidate
against the job requirements and explore their suitability to work with children.
The content of questions to be asked during the formal interview should be planned by the panel
beforehand bearing in mind the following points.
•

•

•

•

All questions should be open, expressed in plain language and be directly relevant to the
post. The panel should be clear which part of the job description and/or person specification
each question relates to or is testing. All candidates should be asked the same questions so
that each one is tested on every criterion in the person specification. This is essential to make
as fair a comparison possible. Some flexibilities are permissible in that the supplementary
question may be asked to probe further into a particular topic to help a candidate to supply
more relevant information
The exception is the part of the interview where questions arising from their application or
references are posed. The information provided should be explored with all candidates and
this provides the opportunity to probe any concerns or discrepancies arising from scrutiny of
the application and references
The school’s equality and diversity policy places a duty on employees to implement the
policy and challenge all forms of discrimination. In view of this candidates would be
expected demonstrate, in their answers, a commitment to the policy. A specific equal
opportunities question may be asked or for some posts it may be more appropriate to expect
that candidates show a commitment throughout their answers
The panel should determine what information they are seeking from each question. A
marking system and an appointable threshold should be agreed in advance. The answer

•
•

may consist of a number of essential elements along with a number of desirable points.
Supplementary questions may also need to be asked for clarification or to explore points
made in the answer
The panel should ensure that candidates are fully aware of the requirements of the post and
clarify any points if required
All candidates should be asked, ‘if appointed, would they require any assistance in order to
fulfil the duties and responsibilities of the post’. It is also acceptable to ask about candidates’
capability to undertake a specific requirement of the post, for instance where a significant
amount of manual handling will be required. Its important not to ask general health related
questions. Therefore you might ask candidates about their recent experience related to
specific requirements of the job, not whether they have a particular health issue

In addition to assessing and evaluating the candidate’s suitability for the post, the interview
should also be used to explore.
•
•
•
•
•

Their attitude towards children and young people
Their ability to support the establishment’s policy for safeguarding and promoting the
welfare of children, providing the opportunity for the candidate to offer evidence of this
Gaps in employment history
Concerns or discrepancies arising for the information provided by the candidate and/or
referee
Whether the candidate wishes to declare or discuss anything in view of the requirement for
a DBS check.

If, for whatever reason, references are not available at time of interview, the candidate should
be asked if there is anything they wish to declare or discuss as a response to the questions that
have or will be put to the referee. (It is vital that references are obtained and scrutinised before
a person’s appointment is confirmed and they commence employment.)
In order to gain as much information as possible from the candidate the panel should.
•
•
•
•

•
•
•
•

Encourage the candidate to relax and feel at ease
Introduce the members of the panel and explain the plan of the interview
Explain that notes will be taken during the interview
When interviewing candidates:
➢ check assumptions
➢ rephrase and explain question if necessary
➢ allow as much time as necessary to answer the question
➢ if possible link questions so the interview flows.
Provide the opportunity for the candidate to ask any questions and cover any relevant areas
that may not have been previously mentioned.
Ask whether they feel that they have been given the opportunity to present their candidacy
for the post or if there is anything they want to add.
Ask whether the candidate feels they have had a fair interview process.
Check that the person is still a firm candidate for the post and confirm how and when they
will be notified of the outcome of the recruitment process

Members of the panel should not, under any circumstances, ask questions relating to matters
on the following list. Such questions are unlikely to relate to a candidate’s potential for fulfilling
a post and are likely to be contrary to good equal opportunities practices.
▪
▪
▪
▪
▪
▪
▪
▪
▪
16.

Marital status or plans
Number and age of children
Domestic, childcare or other caring arrangements
Occupation of partner
Information on medical fitness
Sexuality
Residence or accommodation
Mobility or means of transport
Nationality
Examples of Other Types of Assessment

Observation
The most common is observation of a candidate undertaking teaching in a classroom situation.
Other types of interaction with pupils could be utilised. These are useful, not just for education
support staff and teachers, to observe the candidates’ interaction with children, the suitability
of their response and understanding of the expectations that will be placed on all members of
staff in a child centred environment.
In-tray Exercise
Usually used for the appointment of senior teaching staff and administrators. Candidates are
given an in-tray containing a variety of everyday tasks that the postholder may deal with. During
a given period of time they must prioritise and deal with the paperwork. They will be required
to provide a written response or a verbal response to the selection panel.
Presentation
The candidate has to give a presentation on a specified topic in a specified amount of time. The
panel may specify what materials/equipment can be used.
Preparation of a Report
Candidates are given a topic and a period of time in which to produce a report.
Written Exercise
Candidates are asked to produce a response to a given topic to be submitted with the application
form or at interview. The candidate can be questioned further on the topic at interview.
Skills Tests
May include:
▪ analysis of spreadsheet information

▪
▪
▪

use of particular IT programs
general computer literacy
practical demonstration

Role Play/Group Exercises
For appropriate posts role play or group activities can reveal aspects of a candidate’s suitability
for the post. In particular the panel can see how the candidates interact with others. However
specialist advice may be needed to ensure that the experience is fair for all candidates, panel
members are clear what aspects of the person specification the exercise is seeking to illustrate
and what a good or unsatisfactory response would look like.
Psychometric Tests
These are used to measure qualities such as intelligence, personality types, work styles or
emotional stability. These are generally expensive and require licences and training for users.
17.

Decision Making

During the selection exercises accurate and detailed information on each candidate should be
kept. These should be as comprehensive as possible. This documentation should clearly
demonstrate the decisions made and how they were arrived at. All records of the selection
process must be retained for 6 months, in case of challenge to the process.
In deciding whether to select a candidate, interviewers must only consider factors relevant to
the post, as detailed in the person specification and job description. It is considered good
practice to make a selection decision at the conclusion of the interviews.
When informing the successful candidate of the intention to offer them the post, it should be
made clear that this does not constitute a formal offer of appointment and that a number of
checks are required before such an offer can be made. When a candidate is advised of this in
writing care must be taken to state that the letter does not constitute an offer of appointment.
The candidate should be advised not to resign from their present post until all clearances have
been obtained.
In the event that the candidate selected does not take up the appointment any decision to offer
the appointment to the second choice candidate, must be taken by the whole selection panel.
When deciding on the successful candidate, having a disability should not be considered as
grounds for non-selection. In accordance with the Equality Act 2010 every effort should be made
to identify and make suitable adjustments to meet the needs of the provisionally selected
candidate. Further advice can be obtained from Schools HR Advisory Service.
When a candidate has been made a conditional offer of employment, the details concerning the
level of absence from their current (most recent) post should be requested (see Medical
Clearance).
Unsuccessful candidates should be advised as soon as possible. Feedback should be offered to
all candidates after the process has concluded.

18.

After the Interview

All application forms and interview notes should be retained for a period of six months after the
end of the recruitment process.
In the event of a candidate submitting a claim of discrimination to an employment tribunal, such
records and correspondence will be used as evidence.
20.

Feedback

In most instances it will be appropriate to offer feedback after the recruitment process has been
completed. All applicants should be offered this not just those called to interview. In the case
of an unsuccessful candidate feedback offered should be constructive and address the extent to
which they did not meet the criteria for the job. In most cases comparisons with the successful
candidate should not be made unless the unsuccessful candidate also satisfied the job criteria.
Care should be taken to ensure that feedback does not take the form of coaching.

21. Audit
When the school is audited, the Auditor will require access to the following information
from the personal files of selected members of the School staff, which should be readily
available (original information will be required):
• Principal statements (re: appointments and promotions)
• Governors’ Minutes granting approval to appoint or promote or retrospectively
ratifying an appointment or promotion
• References in respect of successful candidates (see process for Verifying emailed
references)
• Person and job specifications/profiles produced prior to appointment
• Advertisement details relating to appointment
• Interview notes for all candidates (after 12 months the interview notes for the
successful candidate only may be available, as per retention guidelines)
• Evidence of induction process
• Letters of resignation
• Details of selection panels
• Disclosure issued by the Disclosure & Barring Service.
22.

Pre-employment Checks

The successful candidate should be made aware of the requirement to obtain appropriate
clearances and they should be informed that their appointment will not be confirmed until
satisfactory results have been received.
The following guidance has been designed to assist headteachers and governors to administer
the checks as quickly as possible in order that the recruitment process is not delayed

unnecessarily. Please check the latest guidance on the Single Central Record to see more detail
about pre-employment checks and the recording requirements. The DfE statutory guidance
document, “Keeping Children Safe in Education” (KCSiE) contains the latest regulations.
The Immigration Asylum and Nationality Act 2006
This act makes it an offence to employ a person with no immigration entitlement. More
information can be found in the section on pre-employment checks. The original ID documents
must be seen, copies taken before employment commences and the match of the documents
to the individual in question ensured. It is important that there is compliance with these
requirements.
Disclosure and Barring Service Check
All posts in schools are subject to enhanced DBS check, including a Barred List check.
Confirmation of the DBS check needs to be recorded on the confidential school record. For
checks on Volunteers see further guidance contained within the Single Central Record Guidance
and the documents referenced below. For agency staff the school will need written confirmation
that the agency has carried out all relevant checks and that they will share traces returned on
DBS checks with the school, in order for the appropriate Risk Assessment to be carried out. More
guidance can be found on the DCC website https://www.derbyshire.gov.uk/siteelements/documents/pdf/working-for-us/criminal-records/criminal-background-checkspolicy.pdf. For jobs which require a DBS check, if the successful candidate has worked or lived
abroad, a certificate of Good Conduct should be sought. Therefore, although the information
should be available from the application form, the successful candidate should be asked if they
have lived or worked abroad. For detailed advice please see the Single Central Record Guidance
and the latest Keeping Children Safe in Education, DfE.
Disqualification Check
This needs to be carried out by the school for those employees who will be involved with
childcare/education for children of up to and including reception age and for children from
reception until the age of 8 in out of school hours childcare activities. This includes those senior
leaders employed in relation to the management of this provision. Please see detailed guidance
in Disqualification under the Childcare Act 2006, available on Derbyshire Schoolsnet, and DfE
document of the same name.
Medical Clearance
When the absence data, for the candidate who has been made a conditional offer, is received
and the responses given regarding their attendance history are not thought satisfactory, taken
in conjunction with information from Occupational Health, it may be lawful not to continue with
the appointment. Where this is considered contact should always be made with Schools HR
Advisory Service to consider the situation on a case by case basis.
If the successful candidate is new to the Authority, or school if foundation or aided, they are
subject to satisfactory pre-employment health checks to ensure they are able to undertake the
duties and responsibilities of the post. Foundation and aided schools within the Authority may

arrange for a re-clearance when a staff member has been appointed from another Authority
school– on the basis that the role or context presents different demands or the sickness/absence
history of the candidate suggests it would be advisable. Similarly, employees who are
transferred or promoted to a post in the same or another establishment with a different range
of duties may be required to complete the health declaration form Med 1.
All employees must be cleared medically before the appointment can be confirmed or taken up.
For teachers it is important to clarify that the candidate meets the requirement for physical and
mental fitness to teach.
Checking of Qualifications and Professional Status
Certificates should be checked to verify that the successful candidate holds the required
qualifications. The school is responsible for carrying out the Teachers Regulation Authority
(TRA), ‘Teacher Services’ check to ensure that a teacher is not the subject of a permanent or
temporary prohibition order by the Secretary of State. (Refer to SCR guidance for information on
when this check should also be applied to Teaching Assistants). The TRA service also enables
employers to check whether teachers who have worked in other EEA countries have received
relevant sanctions or restrictions on their employment. However, such teachers are not
automatically prohibited from working/teaching in English schools, the particular details would
have to be considered in order to reach a decision on their suitability.
Checking Identity
The successful candidate should be asked to produce documentation to confirm their identity.
Often documentation provided for the Asylum and Immigration or Disclosure and Barring
Service checks will be sufficient. More guidance can be found on the DCC website
https://www.derbyshire.gov.uk/site-elements/documents/pdf/working-for-us/jobs/asylumand-immigration-id-checking-applicants-guide.pdf
23.

Monitoring and Evaluation

Monitoring of the recruitment process is essential to ensure that future recruitment practices
continue to meet the needs of the school as well as ensuring safety and welfare its pupils. Any
monitoring should cover.
•
•
•
•
24.

Feedback from applicants for posts both successful and unsuccessful
Staff turnover and reasons for leaving
Exit interviews
Attendance at safeguarding children training during induction period
Equalities Monitoring

Schools have a public sector duty under the Equality Act 2010 to monitor, evaluate and act on
information concerning the impact of school policies with regard to persons who have the
protected characteristic as defined in the act. The school must collate and analyse relevant
information in order to identify whether there is any indication that persons with the protected
characteristics are being treated less favourably that those without that characteristic.

The processes undertaken and frequency will vary considerably depending on the size of school
and level of recruitment activity. The school should seek to learn from any equalities monitoring
undertaken by the Local Authority.

25.

Exit Interviews

(Governors may wish to add a section on Exit Interviews into their policy when adopting the
Model Policy).
Exit interviews should be offered to all employees who have resigned from their post. The
purpose of the interview is.
•
•
•

To enable them to provide feedback on their employment experience with the school
Allow employees to be open and frank
Identify areas for improvement

Employees should be offered an exit interview with either their line manager or headteacher. In
exceptional circumstances it may be appropriate for such an interview to be carried out by the
Chair or other suitable Governor.
Information gained from exit interviews should be used to evaluate recruitment practice within
the school as well as being used to reviewing the vacant post. Relevant information received
from exit interviews should be reported to the Personnel Sub-Committee.
Exit interviews can also provide information as to the culture of the school; this is particularly
useful when considering aspects of safeguarding children.
An exit interview would normally cover the following areas.
•
•

Reason for leaving
Aspects of the post

APPENDIX 1

Other Policies/Documents Relevant to the Recruitment and Selection Procedure
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪

Contracts of Employment
E-recruitment Guidelines
Equality & Diversity Policy
Asylum and Immigration Act 2006
School Teachers’ Pay and Conditions Document
Burgundy book
Working for Us
Guidelines for Equal Opportunity Observers
DCC Criminal Background Checks Policy
DCC Asylum and Immigration – information for Applicants
Single Central Record Guidance for Schools
General Data Protection Regulation 2018
The Employment Practices Code – Information Commissioner’s Office
Equality Act 2010
Guidance on managing staff employment in schools - DfE 2018
Keeping Children Safe in Education
School Safeguarding Policy & Procedures
Restructuring & Redundancy Policy
Job Family Role Profiles and Framework for Teaching Assistants

This List is not exhaustive

APPENDIX 2

Questions, 1 to 9, plus number 12 are recommended in the latest Keeping Children Safe
in Education (KCSiE) DfE chapter on the requirements of Safer Recruitment and
Selection.
Schools may wish to incorporate these questions into their own proforma for each type
of post. Alternatively/additionally referees may be asked to include the specific
responses in their reference. Questions 1 to 6 are only relevant to references from recent
employers.

Employee Reference Questionnaire
Name of Referee:
Designation:
Name of Applicant:
Post applied for:
Current Post & Salary:
______________________________________________________________
The Governing Board believes referees have a responsibility to ensure that the reference is
accurate and does not contain any material misstatement or omission.
Referees should bear in mind that the relevant factual content of the reference may be discussed
with the applicant.
Where the reference is being provided by an organisation please attach a compliment slip/cover
letter on the organisation’s stationery. Emailed references will be verified.
The following questions to be completed by the candidate’s current employer (or most recent
previous employer for work with children):

1.

Please provide the dates of the candidate’s employment in the organisation.

2.

Please provide details of the candidate’s specific role and responsibilities and confirm
salary above.

3.

(For teaching posts, where the candidate is currently employed as a teacher)
Has the candidate been the subject of Formal capability (professional competence)
procedures during the last 2 years?

Yes

No

If so, please provide details of the concerns which led to the application of the
proceedings, their duration and the outcome.

4.

Has the candidate been subject to Formal disciplinary procedures leading to a formal
written warning which is current?
Yes

No

If yes, please provide details.

5.

Has the candidate ever been subject to a disciplinary sanction involving issues related to
the safety and welfare of children, including any which have expired?

Yes

No

If yes, please provide details.

6.

Has the candidate ever been the subject of allegations or concerns that relate to the
safety and welfare of children or young people or behaviour towards children or young
people? Do not include any allegation(s) which were proven to be unsubstantiated,
unfounded or malicious.
Yes

No

If yes, please provide details of the concerns, whether the concerns were investigated,
the conclusion reached and how the matter was resolved.
All referees please respond to the following questions:
7.

How long have you known the candidate?

8.

In what capacity do you know the candidate? Please confirm the context in which you
know/knew the candidate and their role. (For applicants working in school the first,
‘employer’ reference must be provided by the Headteacher)

9.

Are you completely satisfied that the candidate is suitable to work with children? If not
please set out your concerns and the reasons why you feel that the candidate may be
unsuitable.

10.

Please provide details of the candidate’s success in role and provide any specific
information concerning performance history and conduct. (other than already provided
by current employer in questions 3 to 6)

11.

(For relevant posts)
Please comment on the candidate’s experience and skills in relation to the leadership and
management of a school, with particular relevance to this vacancy.

12.

Reasons for leaving (or applying to leave) their post, where this is known to you given the
capacity in which you know the candidate.

13.

Please provide your recommendation for appointment, this should clearly indicate the
level of support for their candidacy for this post. Specifically, is the candidate
recommended without reservation or with a strong recommendation, are they
supported with particular considerations taken into account or not recommended for
this particular post?

Signed …………………………………….. Date …………………………………………
Please note, if this candidate is selected through the interview process to receive a
provisional offer of the post, we will seek from their current (or most recent) employer
details of their absence during the last 2 years. In order to facilitate the finalisation of the
recruitment process, we are likely to place this request via email. We would be grateful if
you could provide an appropriate email address in this
space. ……………………………………………………………………………………………

APPENDIX 3

Guidance on using positive action when making recruitment and selection
decisions
From April 2011 onwards, the Equality Act 2010 allows positive action to be used on a voluntary
basis in recruitment and promotion as a ‘tie-breaker’ between candidates of equal merit.
What is positive action in a recruitment or promotion context?
Positive action means choosing a candidate with a protected characteristic which is underrepresented in the workplace. The full list of protected characteristics:
• Age
• Race
• Disability
• Religion or belief
• Gender reassignment
• Sex
• Marriage and civil partnership
• Sexual orientation
• Pregnancy and maternity
When can positive action be used?
Where appropriate positive action can only be used as a means of distinguishing between
candidates of equal merit (sometimes called a tie-breaker). Positive action will only be legal if
the candidate is of equal merit to other candidates. A candidate cannot be appointed just
because they have a particular protected characteristic such as being from an ethnic minority.
Positive action is only legal when it is a proportionate means of achieving the aim of addressing
disadvantage or under-representation in the workforce.
What is Derbyshire County Council’s position on this?
Derbyshire County Council is keen to have a diverse workforce which represents the community
it serves. It must also choose the very best candidate for each and every appointment it makes.
There may be circumstances where using positive action in recruitment or promotion is
appropriate, but this will only be permissible where it would not mean a compromise on any of
our other standards. The following guidance is to help Governing Boards who may wish to use
positive action, where appropriate.
When would positive action be appropriate?
Each recruitment situation is different and decisions about positive action should be made on a
case-by-case basis. If a certain protected group is under-represented in your workforce, you
might consider it. There needs to be some reliable information or evidence to back up the
decision – e.g. low numbers of the group in the particular role for which you are recruiting.
Some protected characteristics are more visible than others and you may not be aware that a
person has a particular protected characteristic.
For more detailed advice about your specific case you should contact Schools HR Advisory
Service before making an appointment.

How can I be sure I am using positive action correctly?
You first need to be in a situation where a protected characteristic is under-represented in the
part of the workforce to which you are recruiting.
Then when you have considered all the candidates who have applied for the role, positive action
can only be used where two (or more) candidates are of equal merit and as qualified as each
other. One of the candidates must have a protected characteristic which is under-represented
in the workforce. You can take positive action only if there is genuinely no other means of
distinguishing between the candidates. If this is the case you may choose the one with the
protected characteristic. In practice this situation is likely to arise extremely rarely. It does it is
advised that in these circumstances you contact Schools HR Advisory Service to discuss the
situation before making the appointment.
How can I avoid problems in using positive action?
As with any recruitment decision, you must record the decision making process and outcomes,
as you may be challenged by candidates who were not successful.
You will need to be able to show that
•

There is sufficient justification for you to have concluded that a particular group is underrepresented in the workforce

•

Your appointment process has objectively assessed the skills, abilities and qualifications
of each candidate and you have kept careful notes to show this

•

You cannot choose between the best candidates in any way - the two or more potentially
successful candidates were of demonstrably equal merit.

•

The candidate you appoint was not chosen just because they have a protected
characteristic

•

The action you are taking is a proportionate way of addressing any under-representation
or tackling disadvantage

Where can I go for more help?
If you are considering using the positive action provisions above, or need to discuss the issues
involved in a particular case, please contact the Schools HR Advisory Service.
APPENDIX 4

ADVICE ON EMPLOYEES’ RECORDS & REFERENCES
1.

Introduction

The School recognises the rights and expectations of employees that the information kept
about them is accurate, relevant and safe from improper disclosure.
Staff who wish to view their file can do so using the Subject Access Request process. The General
Data Protection Regulation (2016/679 EU)(GDPR) and Data Protection Act 2018 (DPA) give
individuals the right to obtain a copy of their personal information as well as other
supplementary information. The DPA covers data held on a ‘structured, manual filing system’,
as well as computerised data. If Staff make a subject access request (SAR) the school is legally
obliged to respond and provide them with the information held about them within one month
of receipt of the request. If the request is deemed complex, the school can extend the time limit
for responding to three months.
There are some exceptions to accessing personal information, primarily, where disclosure could
reveal a third parties personal information. The school may disclose data without the consent of
the third party, if it would be reasonable to do so – what is reasonable will depend upon the duty
of confidentiality owed to the third party and whether the third party is capable of, or has
refused to, provide consent
Details of the SAR process are available from the schools designated Data Protection Officer
and the schools Privacy Notice for staff members.
References from outside the School will be open to inspection on request, in line with The
General Data Protection Regulation (2016/679 EU) (GDPR) and Data Protection Act 2018 (DPA).
On receipt of a reference request from a third party a school should only release this information
with the consent of the referee, if the reference has been marked as confidential. If the reference
is not marked confidential, the school can release the information, without the consent of the
referee unless the school can evidence grounds for concern upon disclosure. If so, they should
consult their Data Protection Officer and secure consent, where necessary.
2.

Amendment Rights

An employee objecting to information held on or missing from their personal data files should
initially discuss any amendments or omissions with their line Manager/Headteacher.
Managers/Headteachers should comply with reasonable requests for alterations. However
changes should not be made that are open to challenge or dispute and should only be made on
verifiable errors of fact. Managers/Headteachers should ensure that any alterations meet the
requirements of GDPR, taking advice from their HR provider if necessary.
Where there is a difference of opinion between a Manager/Headteacher and employee, the
manager may consider allowing an employee to place a note on file to record his or her own
views or opinion about an item of information. Alternative courses of action are for the
employee to approach the Information Commissioner or to use the School’s Grievance
Procedure.
Requests for amendments should be responded to within 10 working days of receipt, and should
always be undertaken by the Manager/Headteacher. Responses to employees should indicate

what action management will take, if any, together with the detailed reasons for any partial or
non-compliance.
3.

Content of an Employee Record

Managers/Headteachers are advised to review the contents of employee records held by them
on a regular basis and to dispose of any unnecessary or inappropriate information. For further
guidance schools should view Derbyshire County Council’s HR retention schedule.
4.

Employment References

There is generally no obligation on an employer to provide a reference about an employee or exemployee. Schools should however take into account the advice and expectation as part of the
Safer Recruitment requirements contained within the most current DfE statutory guidance
document “Keeping Children Safe in Education“ KCSIE which requires schools to obtained
satisfactory references on all staff that they are proposing to appoint to “regulated activity”.
The giving of references is also covered by discrimination legislation. A refusal to provide a
reference may create difficulties if an employee is able to argue that the failure to provide a
reference is for a discriminatory reason.
In providing a reference the school has a duty to the recipient not to make careless or negligent
comments. The school must take reasonable care to ensure that any reference is true, accurate
and fair, and does not give a misleading impression
References must not:
•
•

be misleading
include irrelevant personal information

All details about the person, their role or performance must be fair and accurate. If opinions are
provided, there should be evidence to support the opinion.
Outgoing references, and those for internal transfers, will be open to inspection on request by
the employee, as this is the case schools are recommended to inform prospective employers
that they have shared the reference with the employee.
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to consider, as relevant for their own school, are shown in italics.
Policy for Appraising Teacher Performance
The Governing Body of Brackenfield School adopted this policy – June 2014
It will be reviewed annually. (The Governing Body is required to adopt and make available to
teachers employed at the school a document which sets out the appraisal process for such
teachers.)
1. Purpose
This policy sets out the framework for a clear and consistent assessment of the overall performance of
teachers, including the head teacher, and for supporting their development within the context of the
school’s plan for improving educational provision, performance and the standards expected of
teachers. The school is committed to providing high quality professional development that supports
pupils in achieving their potential. The policy is intended to reflect the principles of fairness, equity and
confidentiality.
In accordance with the School Teachers’ Pay and School Teachers’ Pay and Conditions Document
(STPCD) 2013, decisions regarding the pay progression of teachers will be made on the basis of
performance, with reference to the teachers’ appraisal reports and the pay recommendations they
contain.
2. Application of the Policy
The policy applies to the head teacher and to all teachers employed by the school, except those on
contracts of less than one term, those undergoing an induction period, in accordance with the
induction arrangements for school teachers (ie Newly Qualified Teachers), and those subject to the
Formal Competence Procedure. (Wherever school terms are cited in this policy, this refers to the
standard 3 term school year)
Appraisal in this school will be a supportive and developmental process, intended to foster professional
dialogue between colleagues and designed to ensure that all teachers have the skills and support they
need to carry out their role effectively. It will contribute to ensuring that teachers are able to continue
to improve their professional practice and to develop as teachers.
All appraisal activities will take place within the teacher’s directed time, but not within PPA time.
This policy is complemented by the School’s Pay Policy which details arrangements relating to the
determination of teachers’ pay, in accordance with the STPCD. The pay policy contains the procedure
for appeals against pay decisions.
The appraisal procedure will address any concerns that are raised about a teacher’s performance. If
the concerns cannot be resolved through this process there will be consideration of whether to
commence the formal competence procedure. This Appraisal Policy dovetails with the School’s
procedure for dealing with situations where a teacher’s level of competence falls below
expectations, as detailed in the appendix ‘Teachers Experiencing Difficulty- Advice on Informal
Structured Support and Monitoring’ and the adopted Formal Competence Procedure.
3. Appraisal
The Appraisal Period

The appraisal period will run for twelve months from June to June to match with the academic year.
The process of undertaking appraisal reviews and making pay decisions will be completed by 31
October, This is inclusive of the Head Teacher who’s appraisal cycle is being brought into line with other
teaching staff and the operation school year.
Teachers who are employed on a fixed term contract of less than one year will have their performance
managed in accordance with the principles underpinning this policy. The length of the period will be
determined by the duration of their contract.
Where a teacher begins employment with the school the Governing Body may determine that the
initial appraisal period in respect of that teacher is shorter or longer than 12 months. Where a
teacher starts their employment at the school part-way through a cycle, the head teacher, or in the
case where the teacher is the head teacher, the Governing Body shall determine the length of the first
appraisal cycle, with a view to bringing the cycle into line with that for other teachers at the school as
soon as possible.
Appointing Appraisers
Head Teacher
The head teacher will be appraised by the Governing Body, supported by a suitably skilled and/or
experienced external adviser who has been appointed by the Governing Body for that purpose.
In this school the task of appraising the head teacher, including the setting of objectives, will be
delegated to a sub-group consisting of three members of the Governing Body. Should one member of
the sub-group be unable to attend the appraisal meeting, it may proceed with two Governors. If the
Headteacher is of the opinion that one of the sub-group is unsuitable to act as his/her appraiser, he/she
may write to the Chair of Governors to request that they be replaced, giving reasons. The chair will
reply in writing with their decision. (Schools purchasing the HR Advice and Guidance Service from DCC
should seek their support in considering the request.)
Teachers
The head teacher will decide who will appraise other teachers. Where teachers have a concern about
their nominated appraiser, they may write to the Headteacher, giving reasons. Where legitimate
concerns are raised these will be carefully considered by the Headteacher and an alternative appraiser
may be offered, if possible. It is anticipated that appraisers will be those who hold some management
role in relation to the teacher, unless the Headteacher has reason to nominate another appropriate
appraiser. The nominated appraiser will hold an appropriate position in the staffing structure and have
the necessary, knowledge, skills and experience to undertake the role. If, for any reason, the nominated
appraiser is unable to conduct the role, an appropriately experienced alternative colleague will be
appointed.
The appraiser will conduct all aspects of the review, including making pay recommendations, for
teachers who are eligible.
It is advised that each appraiser allocated no more than 4 teachers to appraise.
Where there are concerns about a teacher’s performance, and the Headteacher is not the appraiser, the
Headteacher may consider undertaking the role themself or appoint an alternative senior member of
staff.

The Planning Meeting
The meeting will include:
• The setting/agreeing of objectives,
• Evidence to be collected
• Identifying success criteria
• Deciding the support/training programme
• Determining the focus and timing of observations
The head teacher’s objectives will be set by the Governing Body sub-group after consultation with
the external adviser and the Headteacher. Should agreement not be reached between the
Headteacher and governors, the sub-group of governors may determine the objectives. In line with the
section on representation and appeals, if the Headteacher believes the objectives are not suitable
he/she should raise the matter with the Chair of Governors in writing, in the first instance.
Objectives for each teacher will be set before, or as soon as practicable after, the start of each
appraisal period. The objectives set for each teacher, will be Specific, Measurable, Achievable,
Realistic and Time-bound and will be appropriate to the teacher’s role and level of experience. In
setting the objectives, appraisers will have regard to the context of the teacher and the demands of the
objectives, consistent with the school’s approach to promoting staff wellbeing. The Teachers’ Standards
will inform the objectives set for the teacher.
The appraiser and appraisee will seek to agree the objectives. Objectives may be revised if
circumstances change. Any amendment to the objectives or supporting requirements will be
recorded in writing and the expectations of the teacher clarified. The teacher may add comments
on the appraisal planning statement. The Headteacher will moderate the appraisal process to ensure
objectives are consistent between teachers with similar experience and levels of responsibility. If
agreement cannot be reached between the appraiser and appraisee, the appraiser will determine the
objectives but the final decision rests with the Headteacher, through the moderation process.
The measures of success for meeting the objectives should be made clear to the teacher and
recorded. Teachers and their appraisers will identify expected sources of evidence for achievement of
objectives and fulfilment of relevant standards but this will not preclude the addition of other sources of
information that may become available, provided they are agreed to be relevant. Appraisers will seek to
identify a comprehensive range of sources of information to be utilised as a basis for assessing performance
and the achievement of objectives. Sources of evidence should be agreed with the teacher, where possible,
and the teacher may record any reservations they hold on the planning statement.
The planning statement will also contain details of any support and development which the teacher
will receive to support them in achieving the objectives.
The objectives set for each teacher will, if achieved, contribute to improving the education of
pupils at the school and the implementation of any plan of the Governing Body designed to
improve educational provision and performance. This will be ensured by the headteacher (or for the
headteacher’s objectives, by the sub-group with the external adviser’s help) quality assuring all
objectives against the school improvement plan. The teacher’s professional aspirations will be taken into
account when setting objectives.
In this school 3 objectives will normally be set for each teacher, unless agreed otherwise. It is recognised
that some objectives incorporate greater scope and breadth than others. It is expected that objectives
will reflect the range of each teacher’s role, responsibilities and working time. Objectives will address
key areas of core professional practice.

The expected level of performance will be reflected and specified in the wording of success criteria. The
success criteria may include a focus on, (as appropriate, taking into account the responsibilities of the
teacher’s post and pay range) •
•
•
•
•

impact on pupil progress (including beyond own teaching groups, where appropriate)
impact on wider outcomes for pupils,
improvements in specific elements of practice
impact on effectiveness of other teachers/staff
wider contribution to the improvement of the school

There will be recognition of the quality of actions and effort to progress objectives.
Appraisers will consider whether reasonable adjustments to the objectives are appropriate, in the light
of an individual’s circumstances, for instance where the teacher has a disability or has experienced long
term absence.
Before, or as soon as practicable after, the start of each appraisal period, each
teacher/headteacher will be informed of the standards against which that teacher’s performance in
that appraisal period will be assessed. All teachers, including headteachers who teach, must be
assessed with reference to the ‘Teachers’ Standards’ which came into effect from September 2012 and,
where relevant, against other sets of standards published by the Secretary of State that are relevant to
them. Therefore relevant teachers’ performance will be considered against the criteria adopted in the
school’s Pay Policy for teachers to be paid on the Upper Pay Range, expectations of Leading
Practitioners and National Standards for Head Teachers. For QTLS holders, that may include the
overarching professional standards for the lifelong learning sector, held by the Learning and Skills
Improvement Service. (Headteachers will need to inform teachers holding QTLS whether they will be
assessed against the Teachers’ Standards or those provided by the Learning and Skills Improvement
Service)
Observation and Other Evidence
This school believes that observation of classroom practice and other responsibilities is important both
as a way of assessing teachers’ performance, in order to identify any particular strengths and areas for
development they may have, and of gaining useful information which can inform school improvement
more generally. All observation will be carried out in a supportive fashion, in an atmosphere of
constructive engagement, collaboration and co-operation. (see Classroom Observation protocol
attached)
Classroom observations will not normally exceed 3 per appraisal cycle, with single lesson observations
lasting a maximum of one hour. All observations to take place within the cycle, will be planned and
identified at the outset, so that unnecessary duplication can be avoided. The focus and timing will be
recorded in the teacher’s planning statement. Following discussion, the appraiser and teacher may
agree to revisit the amount of lesson observations in order to support achievement of the objectives.
The current Teachers’ Standards will inform and underpin the objective setting processs. Any such
changes will be formally recorded within the appraisal documentation and signed by appraiser and
appraisee. Further observations may form part of the programme adopted when the ‘Teachers’
Experiencing Difficulty’ section of the policy is applied.
Classroom observation will be carried out by those with QTS.
In general, observations will be multi-purpose and provide information regarding the teacher’s
strengths, achievement of objectives and standards, development needs as well as contributing to the
school’s quality assurance processes. The school will seek to minimise the total number of occasions on

which teachers are observed by using the findings of each observation for other management
requirements (like subject reviews) where possible. It is not a requirement to utilise all 3 observations
allowed, Observations will not be arranged as a matter of routine but will have clear purpose, in relation to
the teacher’s development needs and/or the school’s quality assurance programme.
Teachers (including the head teacher) who have responsibilities outside the classroom should also
expect to have their performance of those responsibilities observed and assessed.
To be fair and transparent assessments of performance will be properly rooted in evidence. It is recognised
that there a variety of other sources of evidence to indicate the quality and impact of teaching in individual
classes, key stages, teams, subjects and departments. The school aims to utilise a range of data, which is
carefully evaluated, to identify progress, attainment and areas for improvement. The evidence to be
utilised may include (where agreed) self-assessment, pupil progress, planning documentation, peer review,
pupil work analysis, surveys, pupil feedback, marking and assessments of pupils’ learning. Classroom
observation is particularly important in identifying the specific strengths and areas for development of
individual teachers. The school is committed to providing accurate feedback in order for teachers to benefit
from support that is tailored to their professional development needs. The planned and focused sharing of
staff’s strengths, to enhance the skills of colleagues, is believed to be one of the most powerful strategies
for continuing professional development, promoting a culture of collaborative reflective practice. Peer
observation, arranged for the purpose of professional development and not utilised to provide evidence of a
teacher’s performance, is not included in the 3 observations allowed for appraisal purposes.
Feedback will be provided, taking account of the Teachers’ Standards that are relevant to the particular
activity observed (and other standards relevant to the individual) and appropriate development
activities identified. Observations may also be graded using Ofsted criteria, in order for the school
leadership to formulate, along with other information indicating quality of teaching across the school,
reports for governors, priorities for school improvement initiatives and training and development activities.
Development and Support
Appraisal is a supportive process which will be used to inform continuing professional development
(CPD). The school wishes to encourage a culture in which all teachers take responsibility for improving
their teaching through appropriate professional development. Opportunities for professional
development will be linked to school improvement priorities and to the ongoing development needs
and priorities of individual teachers. Teachers will be expected to evaluate the impact of their CPD and
share their learning with colleagues, where appropriate, in line with the school’s approach to CPD. Selfevaluation of performance against the Teachers’ Standards and their own objectives will be facilitated.
(schools may wish to put ‘incorporated into the appraisal process’ instead)
The school’s CPD programme will be informed by the training and development needs identified as
part of the appraisal process. The Governing Body will take account of the resources needed for the
operation of the appraisal process, in setting the school budget annually.
Where there are competing demands on the school budget with regard to the provision of CPD, a decision
on the relative priority will be informed by the extent to which:
a) The training/support will help the school achieve its priorities
b) The identified CPD is essential for the appraisee to meet their objectives.
Account will be taken and the annual review of performance of whether the support/development
recorded in the planning statement has been delivered.
Feedback and In-Year Monitoring
The appraiser and teacher will confirm to each other when any piece of evidence to be cited for
appraisal purposes is identified.

Teachers will receive constructive feedback on their performance throughout the year and as soon as
practicable after observation has taken place, or other relevant evidence relating to the performance
management planning and review process, has come to light. Feedback will highlight particular areas
of strength as well as any areas that need attention.
There is no requirement to schedule formal meetings. It is important to maintain ongoing professional
dialogue to track progress towards the objectives and check on the provision of support and training.
Interim review meetings may be held, if significant evidence relating to the planning and review process
comes to light and it is impractical/inappropriate to wait for the next scheduled annual review meeting.
They may also be held if both appraiser and appraisee agree. Any meetings taking place as part of
appraisal will be held in directed time, but not the teacher’s PPA time.
If a lack of progress towards objectives or concerns that standards are not being met are such that there
is a risk the teacher’s annual appraisal review may not be successful and, potentially, pay progression
not recommended, this will be made clear to the teacher in writing. Relevant support/development
activities, with the aim of rectifying the situation, will be put in place through the appraisal process.
Refer to section in the main policy on teachers experiencing difficulties and then the appendix
‘Teachers Experiencing Difficulties- Advice on Informal Structured Support’ for the process of
dealing with concerns about potential underperformance.
Annual Assessment
Each teacher's (& headteacher’s) performance will be formally assessed in respect of each appraisal
period. The objectives are the focus of this process. In assessing the performance of the head
teacher, the Governing Body must consult the external adviser.
This assessment is the end point to the annual appraisal process, but performance and development
priorities will be reviewed and addressed on a regular basis throughout the year in interim meetings
which will take place, usually once a term. There should be no surprises concerning the overall
assessment of a teacher’s performance at the annual review meeting. The Governing Body or
headteacher must, assess the teacher’s performance of their role and responsibilities during the
appraisal period, with reference to:
1. the standards applicable to that teacher (which will not be used as a checklist) Teachers will
be assumed to be meeting the Teachers’ Standards unless concerns have been raised with
them and clear documented evidence to the contrary is provided.
2. the teacher’s objectives;
a) assess the teacher’s professional development needs and identify any action that should be
taken to
address them; and
b) where relevant, include a recommendation relating to the teacher’s pay.
No request to submit additional evidence will be made to the teacher at the review meeting, although
teachers may do so if they wish.
The teacher will receive as soon as practicable, following the end of each appraisal period – and
have the opportunity to comment in writing on - a written appraisal report. In this school, teachers
will receive their written appraisal reports by 31 October (31 December for the head teacher). The
appraisal report will include:
•
•
•

details of the teacher’s objectives for the appraisal period in question;
an assessment of the teacher’s performance of their role and responsibilities against their
objectives and the relevant standards;
an assessment of the teacher’s training and development needs and identification of any
action that should be taken to address them;

•

a recommendation on pay where the teacher is eligible (NB – pay recommendations need to be
made by 31 December for head teachers and by 31 October for other teachers);
• a space for the teacher’s own comments
• (the school to add anything else their appraisal report will include)
The appraisal report will be drawn up in discussion between the appraiser and the teacher.
The assessment will clearly relate to the success criteria set for each objective and the standards of
performance defined for the teacher’s pay range
The assessment of performance and of training and development needs will inform the planning process
for the following appraisal period. It is expected that the discussion will include the utilisation and impact
of training and development undertaken and any contribution the teacher has made to the development of
a colleague(s). Appraisers may include reference to any significant impact in the appraisal report.
Pay Progression
The Governing Body will award pay progression on the basis of successful performance (ie that the
teacher has met or made significant progress towards their objectives and continued to fulfill relevant
standards), with reference to teachers’ appraisal reports. Where a teacher is eligible, a
recommendation on pay progression will be made by the appraiser based on the assessment of their
performance against the agreed objectives and their responsibilities, the Teachers’ Standards and any
other relevant standards.
The decision of the Governing Body will be made in accordance with the school’s Pay Policy and
the STPCD, where applicable.
The school has set out in its Pay Policy the salary scales for the main pay range, upper pay range and
leading practitioner pay range. Teachers are eligible for consideration to receive pay progression
through the main scale on an annual basis until the maximum is reached. The Pay Policy sets out the
arrangements for application to be paid on the upper pay range and further progression.
Representation and Appeals
Any recommendation on pay will be referred by the head teacher to the Pay Committee (or other
committee designated in the school’s decisions concerning delegation of powers) of the Governing
Body. The procedure for a teacher to make representations concerning a pay decision, or to appeal, is
contained in the school’s Pay Policy.
If a teacher wishes to request changes, or raise concerns, about any other aspect of the appraisal process
and documentation they should write to the headteacher setting out their grounds within 10 days of
receiving the statement of objectives and appraisal review statement. The headteacher will, if necessary,
meet with the teacher and then determine whether any action should be taken or changes made. If the
headteacher is the appraiser of the teacher, the letter should be submitted to the Chair of Governors, if the
teacher is unable to resolve the matter informally with the headteacher. Likewise a headteacher would
write to the Chair with any concerns. The Chair of Governors may be advised by the school’s Human
Resources provider, when meeting with the teacher, if necessary, and reaching a decision on the
representations. If the teacher (or Headteacher, if they have made representations concerning their
Appraisal statement) remains unhappy they may appeal to a governors’ committee, convened for the
purpose. The appeal will follow the same process as detailed in the pay policy for pay appeals

4. Teachers Experiencing Difficulties

When responding to a teacher who is experiencing difficulties in meeting the requirements of their
role, action will be taken to provide support and guidance, through the appraisal process, to enable
their performance to improve and meet expectations.
(It is important to refer to Appendix ‘Teachers Experiencing Difficulties- Advice on Informal
Structured Support and Monitoring’ as what following is a summary)
If an appraiser identifies through the appraisal process, or through other sources of
information, that a teacher is experiencing difficulties such that, if not
rectified, there will be detriment to the educational provision delivered to pupils and/or the
formal competence procedure may be implemented, the appraiser will inform the
Headteacher, who will decide whether to appoint a new appraiser.
Where there are concerns about any aspects of the teacher’s performance the appraiser will meet the
teacher formally to:
•
•
•
•
•

•

give clear feedback to the teacher about the nature and seriousness of the concerns;
give the teacher the opportunity to comment and discuss the concerns;
make mutually suitable arrangements, or give 5 working days’ notice, to meet the teacher to
discuss targets for improvement and any support (eg coaching, mentoring, structured
observations), that will be provided to help address those specific concerns;
in consultation with the teacher at the above meeting, establish an action plan with clear
expectations, success criteria and support to be provided;
make clear in the plan how, and by when, the appraiser will review progress. It may be decided to
revise objectives, and it will be necessary to define sufficient time for the necessary improvement
(the amount of time will reflect the nature of the improvement required and the seriousness of the
concerns);
explain the implications and process if no – or insufficient – improvement is made.

The teacher’s progress will continue to be monitored as part of the appraisal process and as detailed in
the plan. The provision of the support will also be monitored. During this period the teacher will be
given feedback on progress and arrangements will be made to adjust the programme if there is good
reason to do so. The period identified for the teacher’s performance to improve and meet the standards
needs to be reasonable and will depend on the circumstances.
When progress is reviewed at the conclusion of the period identified, if the appraiser is satisfied that the
teacher has made, or is making, sufficient improvement, the appraisal process will continue as normal,
with any remaining issues continuing to be addressed through that process. The teacher should be
informed at the formal review meeting that no longer is there consideration of invoking the formal
competence procedure.
Transition to Competence Procedure
If the appraiser is not satisfied with progress, the teacher will be notified in writing that a meeting to
determine whether the formal competence procedure needs to be applied, having followed the
process set out in the Appendix ‘Teachers Experiencing Difficulty – Advice on Informal Structured
Support and Monitoring’. They will be informed that if this decision is taken then the appraisal system
will no longer apply and that their performance will be managed under the competence procedure. The
appraiser will consult with the head teacher when contemplating this action (or designated alternative
senior staff member).
Refer to Formal Competence Procedure for further details of conducting the formal meeting to consider
application of the procedure. The teacher will receive at least 5 working days’ notice of the meeting and

may be assisted by a trade union representative or work colleague. The headteacher will consider
whether to appoint another appropriate appraiser, in the circumstances, or perform the role themselves.
5. Monitoring and Evaluation of the Process & Policy
The Appraisal process will be treated with confidentially. However, the desire for confidentially does
not conflict with the need for Quality Assurance of the operation and effectiveness of the appraisal
system. In this school we will ensure fairness through
- providing clarity on the nature of objectives,
- having higher expectations of teachers on higher pay ranges or with paid responsibilities
- including clear success criteria and evidence to be utilised,
- ensuring that relevant training and development is provided,
head teacher review of all teachers’ objectives and appraisal records in order to
check consistency of approach and expectation between different appraisers
and to ensure that they comply with the policy. (In larger schools the
Headteacher may wish to delegate the monitoring of objective setting,
information to be utilised, success criteria and evidence to other relevant senior
leader(s)) In addition, only the teacher’s line manager(s) will be provided with
access to the objectives, where it is necessary to enable the line manger to
discharge their duties.
In relation to the appraisal review statement the Headteacher needs to be aware of any pay
recommendations that have been made in order to refer these to the pay committee.
The head teacher will make arrangements for the details of training and development needs to be
communicated to anyone with responsibility in the school for the delivery of continuous professional
development.
The Governing Body will monitor and evaluate the policy.
The Headteacher will provide the Governing Body with a written report on the operation of the school’s
appraisal policy annually. The report will not identify any individual by name. The report will include an
assessment of any potential impact of the policy on employees with regard to the following characteristics:
•
•
•
•
•
•
•
•

Race
Sex
Sexual Orientation
Disability
Religion & Beliefs
Age
Part-time Status
Maternity and Pregnancy

The Headteacher will report on whether there have been any appeals or representations on an
individual or collective basis on the grounds of alleged discrimination. In keeping with good practice,
the annual report on the operation of the policy will be provided, on request, to the trade unions and
professional associations. The Governing Body will respond to any request from the trade unions or
professional associations, to seek benchmarking data, by approaching the local authority for relevant
available statistics.
Quality Assurance Report
While not an exhaustive list, the following may provide a framework for a quality assurance report.
a) The allocation of staff to appraisers,

b) The training provided for appraisers and teachers,
c) The percentage of planning meetings that took place on schedule. If less than 100%, what
circumstances prevented the meeting and what has been done to ensure this is avoided in future,
d) The broad areas of training needs identified and how they are being/have been addressed,
e) Any impact noted as on outcome of training,
f) Number of lesson observations that took place and percentage judged to meet relevant standards
and in each Ofsted category (where appropriate),
g) Summary of strengths and areas for development identified in observations,
and other appraisal evidence, overall and broken down by curriculum area or key stage (where this
would not identify an individual teacher)
h) How good and outstanding practice is being shared,
i) How areas for development are being addressed (may be covered in Training)
j) Percentage of objectives met, partially met, not met, or exceeded,
k) Any key obstacles to achievement of objectives not met and how being addressed.

The report will include an assessment of the impact of appraisal on school improvement and details of
the range of professional development delivered through the process. The Headteacher will make the
Governing Body aware of any significant incidence of teachers not being provided with CPD, which
was identified as necessary to the delivery of their objectives.
6. General Principles Underlying This policy
Confidentiality
The appraisal process will be treated with confidentiality. The appraisal review statement will only be
available to the appraisee, appraiser and head teacher.
Consistency of Treatment and Fairness
The Governing Body is committed to ensuring consistency of treatment and fairness and will
abide by all relevant equality legislation.
Workload
The operation of the appraisal process should not add to the teacher’s workload. It will reflect the
responsibilities detailed in the teacher’s Job Description and the overall duties of a teacher as defined in
the School Teachers’ Pay and Conditions Document. It will focus on the key priorities of the school and
for the individual’s role. The process will take place within directed time but not the teacher’s PPA.
Definitions
Unless indicated otherwise, all references to “teacher” include the head teacher.
Delegation
Normal rules apply in respect of the delegation of functions by governing bodies, head teachers and
local authorities.
Retention
The governing body and head teacher will ensure that all written appraisal records are retained in a
secure place for six years and then destroyed.
Appendix 1
Classroom Observation Protocol

The Governing Body is committed to ensuring that observation is developmental and supportive. The
effective and efficient operation of the appraisal process requires lesson observation to be a
confidential process of constructive engagement within an atmosphere of professional trust and cooperation. Accordingly those involved in the process will:
•
•
•
•
•

carry out the role with professionalism, integrity and courtesy;
seek to reach agreement in advance on how classroom observations will be carried out;
evaluate objectively, taking account of any particular circumstances affecting the observation on
the day;
report accurately and fairly; and
respect the confidentiality of the information gained.

Planning and Preparation
The Headteacher will:
•
•
•
•
•
•

consult with teachers and union representatives concerning the overall pattern of observations
for the academic year, seeking agreement,
leave capacity for appraisers to agree with teachers the timing of any observation particular to
that teacher’s objectives,
provide for those being observed for all purposes to receive final notice at least 5 working days
in advance of observation period in the case of no notice observations,
arrange, as far as possible for observations to take place at a time period agreed with the
teacher,
ensure there is a reasonable amount of time between observations,
ensure classroom observation is undertaken solely by persons with qualified teacher status and
the appropriate training and skills to undertake observation, provide constructive oral and
written feedback, in the context of professional dialogue. The observer should be able to
provide any consequent support for the teacher or ensure this need is addressed by the relevant
staff member.

Planning for observation will take place at the start of the appraisal/performance management cycle
and will include details of:
• the amount of observation,
• the focus of the observation,
• the maximum duration of the observation,
• when during the appraisal cycle the observation will take place and
• who will conduct the observation.

Information gathered during the observation will be used, as appropriate, for a variety of purposes
including to inform school self- evaluation and improvement strategies, in accordance with the school’s
efforts to streamline data collection and minimise bureaucracy.
Conducting Observation
Time for preparation and feedback for classroom observation will be made available within the
teacher’s directed time, but not PPA time. The total period for observation arranged for any teacher
will not exceed three visits per cycle, each of no more than an hour in length, having regard to the
individual circumstances of the teacher. There is no requirement to use all of the three hours.

The amount of observation for each teacher should reflect, and be proportionate to, the needs of the
individual and the school. In each case ‘proportionate to need’ will be determined by the particular role
of the teacher, and the focus of their objectives.
Classroom Observations will only be undertaken by persons with QTS. Teachers with wider
responsibilities, observed leading meetings/delivering INSET etc, may be observed by an appropriate line
manager who does not hold QTS.
Oral feedback will be given as soon as possible after the observation and the appraiser will aim to
provide this before the end of the following working day. Feedback will be given during directed time
in a suitable, private environment. Written feedback will be provided within five working days of the
observation taking place. If issues emerge from an observation that were not part of the focus of the
observation, as recorded in Appraisal plan, these should also be covered in the written feedback and
the appropriate action taken in accordance with the policy and guidance.
Neither pupils nor Governors will undertake observations, although governors may, by arrangement
and agreement with the teacher(s) concerned, visit a lesson(s) to familiarise themselves with the school
in operation or in connection with their link area.
Records
The written record of feedback will also include the date on which the observation took place, the
lesson observed and the length of the observation. The teacher may add written comments on the
feedback document. No written notes in addition to the written feedback will be kept. The appraiser
will be given sufficient time within their working day to put in written form the conclusions and
outcomes of the observation, where possible agreeing these with the teacher.
It is recognised that an observation provides a ‘snapshot’, not an overview of a teacher’s performance.
Other information will be utilised to assess the teacher’s overall effectiveness and the impact of their
quality of teaching. Observation feedback will be formulated with reference to the Teachers’ Standards
(and any other standards applicable to the teacher) relevant to the activities observed. Any use of
Ofsted grades is to enable headteachers to report generic quality of teaching information to the
Governing Body, identify school development needs and prepare the school for Inspection.
Teachers will be provided with all written accounts of observations.
Classroom Observation and Formal Capability Procedures
Where evidence emerges about the appraisee’s performance which gives rise to concern during the
cycle, additional observations to those recorded at the beginning of the cycle may be arranged, subject
to a formal review meeting being held in accordance with the policy.
For teachers entering the ‘Teachers Experiencing Difficulty’ section of the Appraisal Policy or already on
a formal capability procedure, an important part of the support offered will be a clearly defined amount
of classroom observation, with structured oral and written feedback. The amount of observation will be
discussed with the teacher and (as indicated in the Teachers Experiencing Difficulty appendix) their
union representation.
Appendix 2
Appraisal- Teachers Experiencing Difficulties
Advice on Informal Structured Support and Monitoring

The school’s appraisal policy details the necessary process and steps to be taken to address any
identified underperformance issues within appraisal. This document provides additional advice and
guidance for schools in implementing informal structured support and monitoring for relevant
teachers.
It is important that the ‘Teachers Experiencing Difficulties’ section of the Appraisal Policy is read first.
Preamble
1. Underperformance or lack of competence may affect teachers at all levels any time in
their careers and such teachers are entitled to sympathetic consideration and active
support from colleagues in the school. This procedure deals with identifying the nature of
the problems, the needs of the teacher and establishing an appropriate support
programme.
2. The nature of concern about performance or omission, its level of seriousness and
cause(s), must be communicated at the outset to the teacher, investigated and identified
by structured information gathering and systematic recording.
3. The Appraiser must inform the Headteacher when they develop concerns about the
performance of a teacher, such that they are contemplating a review meeting to
consider implementation of a structured support and monitoring programme. Likewise, a
Headteacher or senior leader who identifies significant concerns about a teacher’s
performance should ensure the appraiser is informed and that appropriate measures are
taken.
4. The Headteacher will need to ensure that the Appraiser has the necessary knowledge,
skills and experience to determine an appropriate structured support and monitoring
programme and its implementation. The Headteacher should review whether:
•
•
•

the appraisal process has been operated fairly and appropriately so far
whether the teacher has received appropriate, timely feedback and clarity on the expected
standards of performance and
relevant CPD, through the performance management process and provision linked to
school priorities (SIP) in recent cycle(s).

5. The Headteacher should ensure that the teacher is involved in determining an appropriate
support programme. It should be stressed that the aim of the support programme is to
help the teacher to improve and develop the performance of his/her duties in the interests
of the pupils, teacher and the school as a whole. Ideally the action plan should be agreed
with the teacher.
6.

Advice on these procedures may be sought from the CAYA HR Advice and Guidance
Service (for subscribing schools), at this stage.

Identifying the Problems
1.

2.

Where there is any concern about a teacher’s professional performance it is necessary,
at the outset, to identify any specific problems being encountered by the teacher.
Where there is evidence from a G.P. and/or the Authority’s
Occupational Health Physician that health may be a factor impairing
work performance, their advice will be sought:

•
•

To ensure the teacher is fit for work and the duties of a teacher
To seek recommendations as to whether any reasonable adjustments should be
considered to enable the teacher to fulfil their duties.

3.

Consideration should also be given to whether there are any other school policies or
procedures which are relevant to the circumstances and that they are applied
appropriately.
(eg Stress Management, Management of Sickness Absence)

4 a)

The appraisal process will be the key source of information that raises any concern and
prompts a decision to investigate further. Annual, ongoing evaluation of a teacher’s
performance, in the context of the Teachers’ Standards, conducted by the appraiser
and through the teacher’s self-evaluation, will clarify any areas of concern. Teachers
will be assumed to be meeting the Teachers’ Standards unless clear documented
evidence to the contrary is provided.

b)

Evidence of unsatisfactory teaching from an Ofsted Inspection or HMI visit may provide
information about a teacher’s performance which raises, or contributes to, the
identification of a concern and/or the need to investigate further. It is acknowledged
that this is only an example of the teacher’s practise and may just relate to an aspect of
performance. Therefore the decision to investigate and address a concern would only
arise where there is other evidence that suggests there is an ongoing problem.

c)

Observation within the teaching situation by a senior member of staff and/or an
Adviser may assist in clarifying the precise nature and origin of the difficulties. Where
this is in addition to the observations identified within the original appraisal
programme, these should be arranged in consultation with the teacher concerned
wherever possible.

d)

Observation reports will be supplemented by all available information from the school’s
Quality Assurance systems and, in particular, pupil outcomes.
In assessing how serious are the identified performance concerns, impact on pupils’
learning will be a key consideration. Performance concerns, in relation to additional
responsibilities of teachers and senior leaders may also arise and would, likewise, need
to be identified and evidenced.

5.

It is important that the teacher knows at the outset what is expected of them. During
the annual appraisal meeting the appraiser should check that the teacher is clear on:
•
•
•

the responsibilities of their job (is the Job description up to date?)
the standards expected in the job (Teachers Standards 2012 for all teachers, except
QTLS holders, and Post Threshold, AST standards etc., where relevant)
the person to whom he/she is responsible for the job (line manager)
If the person specification for the job is available this would also help to clarify the
competence requirements in terms of knowledge, skills and experience.

Timescale
The timescale adopted will be in accordance with the seriousness of the identified underperformance.
The period given within the Appraisal process for significant improvement to take place would normally
be 10 weeks and not less than 6 weeks. (see Flowchart for overview)

It is strongly advised that an interim review is scheduled for around 6 weeks into the programme. This
will enable the appraiser and teacher to establish whether expected progress is underway and whether
any adjustments to the plan should be made. If the appraiser identifies concerns that reasonable
progress is not being made they should inform the Headteacher, who is advised to take action as
detailed in paragraph 5 below. This will involve initiating a new 10 week programme or, in extreme
cases, where there are health and safety concerns and the learning of pupils is jeopardised, a maximum of
4 weeks will be allowed for improvement to take place. The level of improvement would need to be such
that the health and safety issues are resolved and learning is taking place. Where this is not secured, a
meeting will be called to consider the application of the Formal Competence procedure.
Where there is evidence that sufficient improvement is taking place the programme of structured
support and monitoring may continue for, up to, a total of 10 weeks aimed at securing performance at
the expected standard.
Action
1. Having identified any concerns about performance through everyday staff management
and appraisal, a teacher should have the opportunity to explain the reasons for the
concerns and have an opportunity to address the situation.
2. Details of any concern about performance will be brought to the teacher’s attention. The
Appraiser will record any action taken and the teacher’s response when explanation is
sought. The teacher will be informed that he or she has a responsibility to achieve a
professionally acceptable standard. The teacher will be informed what is required, how
their performance will be reviewed, the period of review, what support will be available and
that application of the Formal Competence Procedure will need to be considered if there is
insufficient improvement. Subsequent advice and support may achieve the desired and
agreed changes in performance.
3. It is anticipated that most concerns will be dealt with through this management process
and within appraisal.
4. Where the cause of the criticism or complaint concerning a teacher’s professional
competence continues, further action will be necessary to deal with the specific problems
which are being encountered by the teacher and which are a cause of concern. If the
teacher has not been willing to co-operate in addressing the concerns this may be regarded
as misconduct, leading potentially to action under the school’s disciplinary procedures.
5. The period of informal support and counselling should not go on for too long. The period of
informal support should therefore be no longer than 10 weeks and less may sometimes be
appropriate. There should be a clear indication of improvement. As noted above, an
interim review should be held around 6 weeks into the plan. Where the appraiser then
informs the Headteacher that little progress has been achieved, the head is advised to call a
meeting outside of the appraisal process with the teacher, their representative and the
appraiser. The head may be supported by their HR adviser.
The purpose of the meeting is for the head to assess the overall situation, receive the views
of the teacher and their representative about the process they are undergoing and consider
the wider context of the teacher and school. As a consequence, the head should review the
process and plan for improvement. This meeting enables the union representative to be
fully informed of their member’s situation, to advise their member accordingly and provide
their professional input, including seeking to reach agreement on the objectives and
monitoring arrangements, ensuring the programme of support is the most effective and
relevant possible. As outlined above, two outcomes are possible:-

a) Taking account of the additional information available, a revised 10 week programme
should be adopted. It is good practice for this to be agreed with the teacher. During the
programme for improvement an interim review with the teacher, appraiser, union
representative and HR officer is advised. At end of the agreed period (normally 10
weeks), a further meeting outside of appraisal should be held with the same relevant
parties to assess whether the changes have enabled the programme of support delivered
to have been appropriate and robust. An assessment will be made of the teacher’s
progress.
If the standards are now being met, the normal appraisal process would then continue. If
there has been significant improvement and standards are nearly met, the Headteacher
has the option to instigate a further 6 to 10 week programme of monitoring and review to
enable the teacher to fully meet agreed expectations and show these can be sustained.

b) Alternatively, the Headteacher may assess that the situation is exceptional and so serious
(as described above) that a 4 week programme to seek resolution of Health and Safety
concerns and/or ensure that pupil learning is taking place should be applied.

Outcomes
A formal review meeting will be held at the end of the adopted period of view and
assessment, involving observation and collection of a range of other information
illustrating the quality of performance. A firm conclusion should be reached and the
outcome will be one of the following:
i) Confirmation that the expected standards have been reached and that the normal
appraisal cycle will continue.
ii) Extension to the period of informal support to allow time for further improvement.
This would be appropriate where significant improvement has been
demonstrated, yet further development in performance is necessary to meet all
the required standards and for the teacher to demonstrate they can sustain these
independently. The extension would be of 6 to 10 weeks in length. The
Appraiser/Headteacher will take account of any previous extensions to the
programme of support and monitoring.
iii) The calling of a formal meeting to consider the implementation of the Formal
Competence Procedure. (details of the requirements to fulfil and guidance on
arrangements can be found in both the Appraisal Policy and Competence
Procedure)

Making it work
Identifying the Problems
The following may help in determining what exactly is contributing to the performance issues and thus
the considerations that should inform any action to address.
•

What is the wider context – the school’s situation, turbulence, vulnerability to Ofsted
judgement?

•
•

•
•

New leadership in the school or new Appraiser? How robust/shared are judgements and
strength of school’s Quality Assurance processes?
Individual teacher – new to school or to role? Career stage and previous
‘judgements’/indicators of performance? Is this the first time any issues have been raised in any
way? Has something changed suddenly or over time? Has all feedback from various sources
been accurate, fair and honest (in terms of what is included or significant omissions)?
Individual teacher- personal circumstances (where shared by teacher), health issues,
commitment demonstrated to their role and the school, self-evaluation?
What are relationships like between colleagues and what support is available within the school?
Are all teachers clearly subject to the same expectations?

Action
✓ Headteacher ensures Appraiser is suitable for the circumstances and has mentor support.
✓ Teachers’ Standards are a regular reference point in the school and staff know what meeting
the teaching standards looks like in terms of the day to day practice in the school (not treating
them as a checklist), using the school’s own systems/policies. (E.g. Teaching and Learning
Policy, assessment routines and moderation, behaviour procedures etc.)
✓ A richness of data is used to identify specifically what needs to improve.
✓ An action plan format would facilitate the detailing of the necessary components of the support
and monitoring process, with a range of evidence and concrete success criteria to ensure clarity
of expectations for all parties.
✓ The original appraisal objectives may be revised or elaborated and broken down into actions.
✓ A systematic, incremental approach is recommended.
✓ Listen to what the teacher thinks about the type of support/training they find most helpful in
determining what, of the available choices, should be incorporated into the plan. Familiarity in
the school with self-evaluation, peer working, coaching and the use of leading professionals to
develop other’s practise will broaden the strategies available. Cluster and other networks may
provide other sources of support.
✓ Strongly advise the teacher to consult with their union/professional association for
advice/guidance on making best use of the programme of structured support and monitoring
during appraisal. They could share the plan with their representative and bring back any
suggestions for consideration. The involvement of the union/professional association is usually
very helpful in ensuring the action taken is appropriate and as effective as possible. In
exceptional cases the union may have a concern about the way the process is being applied
and, in these circumstances should request a meeting with the Headteacher. The head should
then seek advice from CAYA HR Advice and Guidance Service in assessing whether any
revisions should be made. Use of a meeting called by the head, outside of the appraisal process
enables all information and views to be considered by the head in ensuring the process being
applied to the teacher is fair and robust. Should a formal meeting to consider entry into the
Competence Procedure then subsequently be necessary, it is less likely that issues will emerge
that require the earlier steps to be repeated.
✓ Build in regular, constructive feedback throughout the programme so that success is
recognised and built upon, the effectiveness of the support is monitored and amendments can
be considered as soon as is necessary.

✓ Allow time for the support to be digested by the teacher, for reflection with the person
providing support and for further development/embedding of the improvement to practise. An
initial period for improvement of around 6 weeks should be sufficient to demonstrate whether
the process adopted is effective and any outstanding improvement still required is likely to be
secured through a short extension to the plan.
✓ Ensure the teacher understands that models of good practise are provided to help them and
illustrate how the desired pupil learning may be achieved but that it is their responsibility to
take ownership of the process, such that their practise is effective in securing the learning of
the pupils they teach.
✓ Although the role of the Appraiser, in setting/agreeing the plan with the teacher and assessing
improvement, is separate from the teacher’s mentor (who provides and manages support) they
need to be very consistent in their understanding of the expectations sought.
✓ Consider whether further personal/welfare support is required.
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Model Disciplinary Policy and Procedure Summary
Purpose

The purpose of the formal Disciplinary Policy and Procedure is to provide a fair and
consistent means of considering how to resolve a matter related to the conduct of
an employee through agreed and recognised channels which ensure that all
concerned are aware of their rights and obligations. It is a means of addressing and
improving an employee’s conduct where this fails to meet the school’s appropriate
expectations.
Scope

This Disciplinary Policy and Procedure has been determined by the Governing Board
of Brackenfield SEND School in accordance with the advice of Derbyshire County
Council consistent with the requirements of National and Local Conditions of
Service and the Articles and Instruments of Government and the Advisory,
Conciliation and Arbitration Service (ACAS). It applies to all staff employed within
the staffing complement of the school/academy.
Where this policy and procedure is adopted by an academy or multi academy trust
substitutions should be made throughout to utilise the actual title of leaders (eg
Principal/Head of School) and to reflect the appropriate levels of delegation to such
leaders, Governing Boards and CEOs.
Key Principles

This policy and procedure has been developed in line with the ACAS Guide and the
Code of Practice on Disciplinary and Grievance Procedures. This summary of the
policy and procedure does not stand alone, it is essential to adopt the policy in
its entirety and follow the requirements set out in Part 2 Implementation and
Guidance, which provides more detail of the process.
3.1

The school and the employees should deal with issues promptly and not delay
meetings, decisions or confirmation of those decisions.

3.2

The over-riding consideration should be to investigate the issues thoroughly
and no disciplinary action will be taken against an employee until the case has
been appropriately investigated.

3.3

At any stage throughout the disciplinary procedure an employee is entitled
to consult with and be represented by his/her Professional Association or
Trade Union, colleague or friend. This procedure does not recognise
representation by a legal representative/solicitor.

3.4

For Maintained schools, the Authority's officers and advisers have no direct
role in resolving any disciplinary matters - this is the responsibility of the
Governing Board. The Governing Board of the school will seek advice as
necessary at the informal stages of the procedure and the Executive Director
of the Children’s Services Department has a right to be represented at any
meeting where dismissal is being considered and will always be represented
to advise the Governing Board at its meetings to consider appeals against the
decisions of the Disciplinary Committee.

3.5

The responsibility for managing the disciplinary process within the school will
rest with the Headteacher who will be the only employee empowered to issue
warnings, deal with other associated action or take initial dismissal decisions
in line with the Governing Board’s implementation of the School Staffing
Regulations 2009 (See Appendix 3 of the Implementation & Guidance
section). The Governing Board may also take disciplinary action and in any
case will always be responsible for disciplinary action involving the
Headteacher.

3.6

Informal action will be considered where appropriate to resolve problems. As
a general rule before the formal disciplinary process is invoked, and
depending on the nature of the unsatisfactory conduct, concern about the
work of an employee will be expressed in the normal course of supervision.
Appropriate time for improvement should be allowed and, as appropriate,
guidance, supervision and training provided. It is recommended that the
employee be allowed access to support from a Union/Professional
Association representative, where appropriate during the informal action.

3.7 An employee will be advised of the nature of the complaint against him/her and
will be given an opportunity to state his or her case before any decision is
made.
3.8

As set out in the policy and procedure, employees and their named
representative will be provided, with written copies of relevant evidence and
relevant witness statements in advance of a disciplinary hearing, in a format
accessible to them.

3.9

An employee will have the right to appeal against disciplinary action taken.

3.10

Neither party is allowed to make a covert audio or video recording of
meetings held as part of this procedure. Recording equipment should only be
used with prior mutual agreement. The use of recordings may be considered
as part of making reasonable adjustments for relevant parties involved. (For

further advice see ACAS article on covert recording in Tools, Templates &
Resources, Workplace Snippets, acas.org.uk)
At least 5 working days prior to the date of the hearing all parties will supply all other
parties with any and all documentation and paperwork that will be referred to and
relied upon at the hearing.
For the purpose of this procedure “working days" shall mean Monday to Friday
excluding holidays and begins with the day of receipt but does not include the day
of the hearing.
Notice needs to be given and run, and hearings need to be arranged, in term time
except for employees with 52 week contracts (unless the premises are closed) or
where agreement has been reached with the employee and Union Representative
or Professional Representative for a different arrangement. For part time
employees hearings need to be arranged on their working days, unless otherwise by
mutual agreement.
Action against Trade Union and Professional Association Representatives

Where disciplinary action is being considered against an employee who is a Trade
Union representative, the normal Disciplinary Procedure should be followed.
Depending on the circumstances, however, it is advisable to discuss the matter at an
early stage with an official employed by the Union, after obtaining the employee’s
agreement
Improvement Process
Informal action should always be considered first when there are concerns about an
employee’s conduct. Cases of minor misconduct are usually best dealt with
informally but where the issue is more serious, formal action will be more
appropriate.
Where informal action does not achieve the desired effect, the next stage would be
formal management intervention, direction and guidance. Such action is not
considered to be within the terms of the Disciplinary Policy and Procedure; however
a formal record will be kept and progress reviewed. Any employees aggrieved by this
process shall have the right to implement the grievance procedure.
(See Part 2 Implementation and Guidance section 3, for details of the improvement,
management intervention and guidance process.)
The Procedure

The formal Disciplinary Procedure should be used if:
• An employee’s conduct fails to meet expectations after previous management
action (usually where both informal measures and formal intervention have
been applied), and
• Following a specific allegation of misconduct and after a thorough
investigation of the circumstances, an Investigating Officer has clear evidence
that there is substance to the allegation. (For an allegation of serious
misconduct the formal Disciplinary Procedure may be applied without earlier
informal action.)
Suspension

(See Part 2 Implementation and Guidance section 4, for necessary detail of the
considerations when contemplating a suspension and the process that must be
followed, including where there is a Safeguarding issue.)
Where it appears that an employee may be guilty of gross misconduct or for any
other reason for which it is considered that an exclusion from the school premises is
necessary, the Headteacher or the Governing Board has the power to suspend an
employee on normal pay.
The Governing Board may decide that it is content for the Chair to undertake this
function on the Governing Board’s behalf (see appendix 4 of Part 2 Implementation
and Guidance). Any suspension of the Headteacher will be conducted by the Chair
of Governors, supported and advised by a representative from the Schools HR
Advisory Service. In law it cannot be assumed that suspension will be viewed as
a neutral act but it should be made clear in the documentation and orally to the
employee that it is intended as a neutral act, which implies no guilt. The general
rule is that suspension is a neutral act and it would be for an employee to prove
otherwise.
For Maintained Schools the Local Authority’s Children’s Services HR Department
must be informed immediately if suspension occurs and it is strongly recommended
that advice is sought when considering the suspension of a staff member (refer to
full advice and guidance on suspension contained in Part 2 Implementation &
Guidance).
It is important to consider whether there are any suitable alternatives to suspension.
It may still be possible for the employee to undertake duties other than their normal
role. Suspension or alternative arrangements will be for as short a time as possible
and will be reviewed on a monthly basis.
8.

Management Investigation

Except in cases where the Headteacher is the subject of possible disciplinary
action, the Headteacher or appropriate member of Senior Leadership Team, who is
not a party to the allegation, a witness or subject to any other conflict of interest, shall
act as the Investigating Officer. In certain cases where, for example, the Headteacher
is likely to be a key witness at the hearing(s), the Governing Board may commission
another individual to act as the Investigating Officer. This could be someone external
to the school, like a HR Consultant from the Local Authority. The Investigating Officer
will report their findings to the Headteacher who will decide on one of the 3 outcomes
below. Where the Headteacher has investigated the case they may still make the
determination below.
Where the Headteacher is the subject of an allegation of misconduct the Chair of
Governors (or other nominated governor) will be the Investigating Officer, supported
by a member of the Schools HR Advisory Service. The Investigating Officer will be
required to collect statements in writing from any witness who may be called to
support their statements orally at any subsequent disciplinary hearing. They will
report their findings to the Chair of Governors (or nominated other governor) who will
decide one of the 3 outcomes below.
(See Part 2 Implementation and Guidance section 5, for the management investigation
procedure).
In most cases there will be one of three outcomes:
i.

Complete exoneration from the allegations made. In this case a letter should
be sent to the individual informing them of this and to all employees involved
thanking them for their co-operation throughout the Management
Investigation process.

ii.

Where the Improvement Process has not already been applied and the nature
of the allegation does not preclude this, an assessment that there is a potential
case of misconduct and an informal or formal management
intervention/direction and guidance, through the improvement process,
should be undertaken. (Usually there will first be application of the informal
process and formal intervention will be utilised only if further action is
necessary)

iii.

A recommendation that there are sufficient grounds for a potential case for
misconduct or gross misconduct to be made and that a disciplinary hearing
should be held.

The employee will be informed of the findings of the investigation and the decision
on the outcome in writing.

Where iii. applies, the employee should be advised that a disciplinary hearing is going
to be held, and that s/he will be notified of the date, time and venue of the disciplinary
hearing in the near future. A copy of the Disciplinary Policy and Procedure must be
provided to the employee. The letter will make clear whether the allegation is
considered as potentially gross misconduct.
9.

Formal Disciplinary Hearing

(For the full procedure that needs to be followed and complementary guidance please
see Part 2 Implementation and Guidance section 9).
For cases of misconduct;
▪ If the Headteacher has not been involved in the investigation of the case,
they may hear the case alone or invite other governors to join them on a
panel depending on the Governing Board’s decision on levels of delegation
(see Appendix 3 of Part 2 Implementation and Guidance).
▪ Where the Headteacher has been involved in the investigation or has
received a report and reviewed the findings, a disciplinary panel should be
convened to hear the case. The Headteacher should not be a member of the
panel but may present the case with, or instead of, the Investigating Officer.
For cases of gross misconduct;
▪ The Investigating Officer will report to the Headteacher (where the
Headteacher is not already the Investigating Officer) who will determine
whether a case of gross misconduct will be referred to a hearing.
(Academies/MATs to insert appropriate decision maker)
▪ Although, within regulations, the Headteacher could still hear the case
when joined by other governors, it is very strongly recommended that a
disciplinary panel of governors is convened (unless it is agreed by all parties
that the Headteacher hears the case). No one with prior knowledge of the
case should hear the case.
▪ Where the allegation is against the Headteacher and an independent
Investigating Officer has been commissioned, he/she will report to the
Chair of Governors to determine if a case will be taken to a hearing.
The formal Disciplinary Procedure starts when an employee is notified that they are
required to attend a disciplinary hearing. Hearings at which disciplinary action is to be
considered shall occur as soon as possible after the event or action which has caused
concern and the employee has been given ten school working days’ notice in writing.
Consideration may be given to organising hearings during the school holidays where
the employee is not restricted to term time working.

(See advice and guidance on arranging formal meetings)
The employee will be informed of:
• The conduct which appears to justify disciplinary action.
• The right of the employee to be accompanied by a representative of a
recognised Trade Union, Professional Association, colleague or friend to give
advice and make representations where necessary.
• That they can call witnesses and present documents relevant to their defence
(see Implementation & Guidance, section 6).
The Investigating Officer will supply copies of all documents to be relied upon at the
hearing to the Committee, the employee, and their named representative at least 5
working days prior to the date of the hearing. The statement of case shall not include
allegations for which no substantiation was found nor recommendations for action.
At the hearing the Investigating/Presenting Officer will explain the complaint and go
through the evidence, calling witnesses as appropriate. The employee will be asked
to set out their case and answer allegations which have been made, presenting
evidence and calling witnesses, as appropriate. (See Appendix 2a, procedure of
Disciplinary Committee)
The employee must take all reasonable steps to attend the disciplinary hearing.
Should their colleagues/Trade Union representative not be available, an employee
may propose an alternative time which must be within 5 working days following the
day of the proposed hearing. (See Implementation and guidance section 6 on
arranging meetings in order to maximise the chance of making robust arrangements.)
Notes will be taken during the hearing and will be made available to any future
appeal hearing and any future Employment Tribunal.
9.1

Disciplinary Outcomes

• When the Headteacher/Disciplinary Committee considers that there is
insufficient robust evidence to support the allegation(s) the individual will be
exonerated.
• Where the Headteacher/Disciplinary Committee determine that the
shortcomings in the employee’s conduct, established by the hearing, would
most appropriately addressed through the improvement process then the
outcome of the case will be a referral to this procedure. Where the formal

improvement process has already been applied for similar circumstances the
period of time that has elapsed will determine the outcome. If more than 12
months has elapsed since the previous process was concluded then referral
back to the Improvement Process should be the first consideration. Otherwise,
where the Headteacher/Disciplinary Committee has heard the case and
determined that, on the balance of probability, the allegation against the
employee has been upheld, then the Headteacher/Disciplinary Committee
may deliver one of the following disciplinary sanctions (also depending on the
level of delegation of disciplinary decisions determined by the Governing
Board – see below):
• A written warning This is given for cases of misconduct.
• A final written warning –
If the offence is sufficiently serious (or there is further misconduct while a
previous warning is still live) a final written warning will be considered.
• This will warn that dismissal may result if there are further acts of
misconduct.
9.2

Dismissal

If the employee commits an act of gross misconduct or a further act of misconduct
following a previous warning, dismissal may result.
For cases of gross misconduct, the dismissal may be regarded as summary and there
will be no entitlement to notice. In the case of other misconduct, appropriate notice
will be given. Where appropriate the employee may be offered pay in lieu of notice
or may not be required to attend work during the notice period.
*The Governing Board will determine in its delegation of disciplinary matters whether
the Headteacher is empowered to make initial dismissal decisions. Where this is not
the case, for allegations of serious misconduct or in other appropriate
circumstances, the matter will be referred for consideration to a Disciplinary
Committee of the Governing Board. The Committee will comprise of three
Governors and will decide whether or not to issue a warning, which may be written
or a final written warning or, in very serious cases, a request to the LA to issue notice
of dismissal. For Maintained Schools, the Executive Director of the Children’s
Services Department or his/her representative have a right to be involved in all
meetings where dismissal is considered and may act in an advisory capacity to the
Committee.

9.3

Disciplinary Measures as an Alternative to Dismissal

Depending on the circumstances, the Headteacher/Disciplinary Committee may
recommend that alternative measures to dismissal may be applied. (E.g. removal of
incremental progression, redeployment, demotion to a lower graded post.) Such
cases will be rare because other posts in the school staffing structure are unlikely to
be available. The measure may be combined with a warning. Where the employee
rejects the offered alternatives, dismissal will normally apply.
9.4

Confirmation of Disciplinary Action

The decision of the hearing will be confirmed in writing to the employee within 5
working days of the hearing delivered by hand or special delivery, and will include:
a) The reasons for the decision
b) The disciplinary sanctions and reasons for those sanctions
c) A warning of the consequences if there is no satisfactory improvement, or
further misconduct
d) The expiry date of any warning
e) The employee’s right of appeal
f) The termination date of the contract in cases of dismissal
g) Explanation that any formal warnings will be recorded in the employee’s
personal file;
The employee’s colleague/Trade Union or Professional Association representative
should receive a copy for information, and a copy kept in the employee’s personal
file and a record of the outcome made on the school record of disciplinary action.
The Headteacher will maintain a Register of Disciplinary Action which will contain a
copy of any written warning issued to employees. Where a sanction is issued to the
Headteacher, the Chair of Governors is responsible for ensuring that the matter is
entered on the register appropriately and removed in line with the Disciplinary
Committee’s decision. During the absence of the Headteacher, the Deputy/Acting
Headteacher is responsible for the maintenance of the register.
9.5

Expiry of Disciplinary Action and Expunging of Records

Where an employee completes a period of 12 months’ satisfactory service, or longer
period if specified when the warning was issued, following a formal warning, the
warning will be expunged from the Register of Disciplinary Action, the employee
and their Representative will be notified to that effect.
Details of spent warnings shall remain in personal files but shall be disregarded for
the purpose of any future disciplinary proceedings, except in exceptional

circumstances, e.g. where they demonstrate patterns of behaviour which give rise
for concern. In line with the DfE guidance on ‘safer recruitment’ details of
disciplinary warnings, spent or live, will be included in references where the
misconduct affected adversely the safety and wellbeing of children. While live
formal disciplinary sanctions for other categories of misconduct should be included
on references, details of informal/formal management intervention do not need to
be given.
If a Headteacher/Governing Board considers that a disciplinary warning should not
be automatically expunged, this should be made clear when the warning is issued.
Any arrangements for a review of the warning should be made clear. The
employee should have the right to make representations for its expunction and to
appeal any decision not to expunge a warning.
Substantiated allegations of harm to the safety and wellbeing of children must
be kept in a confidential personnel file and a copy provided to the individual. The
record should be retained until the individual has reached normal retirement age or
for a period 10 years from the date of the allegation, if that is longer. The record will
comprise a comprehensive summary of the allegation, details of how the allegation
was followed up and resolved, including a note of any action taken and decisions
reached. The purpose of the record is to enable accurate information to be given in
response to any future request for a reference, where appropriate. It will provide
clarification in cases where future DBS checks reveal information about an
allegation that did not result in criminal conviction and will help to prevent
unnecessary re-investigation, if an allegation resurfaces.
10 Appeals
The employee has a right of appeal. The employee should do so in writing within 10
working days from the receipt of the written confirmation of the relevant decision.
Normally the grounds for appeal will be one or more of:
• procedural concern - the employee’s case would focus on their challenge
concerning the implementation of the policy and procedure,
• the substance and basis of the decision - a rehearing of all the relevant evidence
may be needed,
• the severity of the sanction - the employee’s case would focus on any mitigation
and reasons why they believe the sanction is not appropriate.

The employee, or their named Representative, should set out clearly the grounds of
the appeal.
The matter will be referred to the Disciplinary Committee where the Headteacher
has issued the initial sanction, and to the Appeals Committee or full Governing
Board (excluding all members of the Disciplinary Committee and any other
Governors involved in the case), where that Committee has made the decision that
is now the subject of the appeal.
The employee will receive a reply to the appeal letter within 5 working days,
acknowledging the registering of the appeal, which will take place as soon as
practicable.
The meeting will be held within 15 working days (or by mutual agreement as soon as
practicable thereafter) of the receipt of the formal notice of appeal. The employee
will be informed of the place, date, time and purpose of the meeting with a minimum
of 10 working days’ notice. (See Implementation & Guidance, section 7).
Any evidence or statements of case on which either the Presenting Officer or the
employee wish to rely, will be provided to the appeal hearing and employee at least
5 working days prior to the appeal.
The employee will be entitled to attend before the Governing Board with his/her
Professional Association/Trade Union representative, colleague or friend if he/she
so wishes to present his/her appeal.
If the appeal relates to a dismissal where the Local Authority is the employer the
Executive Director for Children’s Services Department or his/her representative shall
be entitled to attend the meeting for the purpose of offering advice to the Governing
Board.
The Governing Board may uphold the appeal or confirm the original decision and
may decide to impose a lesser penalty, but cannot impose a more severe penalty.
An appeal decision of the Governing Board will be final.
The employee will be informed of the outcome of the appeal in writing within 5
working days.
Appendix 2a and 2b, set out the policy and procedure to be followed by the
Disciplinary Committee and the Appeals Committee of the Governing Board
respectively.

11 Notice of Dismissal
In respect of an employee working solely at the school and where the Authority is
the employer, the Authority is under a duty to issue a notice of dismissal within 14
days of the Governing Board notifying the Authority of the decision.
For a person not employed solely to work at the school, the Authority will be
required to withdraw that person from work at that particular school.
Once a decision has been taken to dismiss an employee the employer is responsible
for providing a written statement of reasons for the dismissal as required by law. It
follows that where the Local Authority is the employer the reasons for the dismissal
must be clearly set out in the Governing Board's notification to the Authority.

Appendix 1
Disciplinary Rules
In accordance with the requirements of the Employment Protection (Consolidation)
Act as amended by the Trade Union Reform and Employment Rights Act 1993, and
the ACAS “Code of Practice on Disciplinary and Grievance Procedures" this is to notify
you of the school's disciplinary rules.
(a)

Gross Misconduct

Gross Misconduct is generally seen as misconduct serious enough to destroy the
contract between the employer and employee making any further working
relationship and trust impossible. An allegation of gross misconduct may therefore
lead to immediate suspension from work, pending investigation. However, it is
important that consideration is first given as to whether there are any suitable
alternatives to suspension. (See full details in Part 2, section 4 Suspension). If, after due
consideration, the allegations are substantiated, the employee will be dismissed
without notice unless there are any mitigating circumstances. Examples of gross
misconduct relating to all employees include:
i.

Unauthorised removal, possession or theft of property belonging to the school,
a fellow employee, pupil, or member of the public.

ii.

Acts of violence including the physical assault of a fellow employee, pupil or
member of the public.

iii.

Falsification of qualifications or information which are a statutory or essential
requirement of employment or which result in additional remuneration.

iv.

Sexual misconduct at work.

v.

Deliberate damage to, or serious misuse of, school property.

vi.

Deliberate falsification of records attendance sheets, bonus sheets,
subsistence and expense claims etc.

vii.

Disclosure of confidential matters to public sources, where not required for
employee relations purposes; (including disclosure to the third party, without
authority of personal confidential information acquired during the course of
employment at the school) or the unauthorised use or disclosure of any
computer-held or computer-generated information from which a living
individual can be identified.

viii.

Acceptance of bribes or other corrupt practices and other offences of
dishonesty.

ix.

Conviction for a criminal offence unconnected with the school but which
removes an employee's acceptability to remain in employment, e.g. sexual
abuse of a child, serious drugs offence etc.

x.

Serious breaches of health and safety rules including deliberate damage to, or
misappropriation of, safety equipment.

xi.

Serious negligence, which causes or might cause unacceptable loss, damage
or injury.

xii.

Holding unauthorised paid employment during paid school time.

xiii.

Failure to meet the registration requirements of a statutory regulatory body.

xiv.

Serious incapacity through alcohol or being under the influence of illegal drugs,
except where the case would be more appropriately dealt with under separate
procedures.

xv.

Serious acts of insubordination.

xvi.

Bullying, intimidation, victimisation or other forms of harassment.

xvii.

Downloading or distributing pornographic, obscene, offensive or illegal
material.

xviii. Serious maladministration of statutory tests and examinations.
xix.

Serious misuse of the School’s name.

xx.

Failure to observe relevant Local Authority Safeguarding policies and
procedures plus the Financial Regulations.

(b)

Other Misconduct

The great majority of breaches of disciplinary rules will not be sufficiently serious to
warrant dismissal without previous warning. Examples of offences which will not
normally result in dismissal without previous warning are listed below and relate to all
employees.
i.

Refusal to comply with the reasonable and lawful instructions of management.

ii.

Negligence in the performance of duties.

iii.

Negligence in the administration of statutory tests and examinations.

iv.

Failure to attend work regularly and punctually during agreed working hours;
failure to report inability to attend work due to illness for any other reason,
promptly, and in accordance with the school’s procedures; unreasonably
prolonging absence by neglecting to act on medical advice.

v.

Absenteeism and leaving the workplace without permission.

vi.

Misconduct in relationships with other members of staff, pupils, or members
of the public, to include conduct which is not in accordance with the principles
of mutual trust, respect and courtesy.

vii.

Swearing or abuse of members of staff, pupils, or members of the public.

viii.

Being under the influence of drink or other intoxicants sufficient to affect work
performance.

ix.

Non-compliance with sickness pay scheme.

x.

Falsification of qualifications or information other than those which are a
statutory requirement for employment.

xi.

Abuse of position – using an official position for private advance or for the
private advantage of some other person.

xii.

Criminal offences – where the offence/alleged offence has employment
implications but is not sufficiently serious to constitute gross misconduct.

xiii.

Employees whose posts are subject to Disclosure & Barring Service– failure to
notify line management of any activity likely to result in subsequent criminal
investigation, conviction or police caution being served. For those employees
subject to the provisions of the Disqualification under the Childcare Act
regulations – failure to report a change in status potentially affecting their
ability to work with the relevant age groups of children.

xiv.

Damage to school property – deliberate damage, misuse, or use without
authority of the property of the school, fellow employees, or other members
of school community.

xv.

Discrimination – against a member of the public or colleagues on grounds of
gender, sexual orientation, marriage & civil partnership, age, race, religion &
belief, gender re-assignment, pregnancy & maternity or disability.

xvi.

Failure to observe the policies of the school and relevant Local Authority
Safeguarding policies and procedures plus the Financial Regulations, school’s
Code of Conduct and other applicable rules.

xvii.

Safety – failure to act in accordance with applicable Health and Safety Policies;
any act or omission on the part of the employee which endangers the health or
safety of themselves, other employees, school users or members of the public.
The lists of examples of breaches of conduct are not comprehensive or
exhaustive but should provide an indication of the standards required. The
extent and scale of the allegations will be considered when deciding whether
or not they are considered to be misconduct or gross misconduct.

Appendix 2a
Procedure of Disciplinary Committee
1. The Employee shall be given at least 10 school working days' notice in writing of
the date, time and place of the hearing and shall be entitled to be represented by
his/her Trade Union or Professional Association representative, colleague or
friend and shall be able to call witnesses and present documents relevant to his/her
defence.
2. If the case is to be heard by a Disciplinary Committee, which does not include the
Headteacher and the Headteacher is not presenting the case, it may be
appropriate for the Headteacher to attend as a witness to provide information to
the panel on school procedures etc. but they would withdraw once their
contribution had been received and would not attend the panel’s deliberations at
the conclusion of the case.
3. Copies of all documents to be relied upon at the hearing shall be submitted to the
Committee and the parties concerned at least 5 working days prior to the date of
the hearing.
4. The Investigating Officer, Headteacher, nominated Governor to put the case in
the presence of the employee and to call witnesses.
5. The employee, or Representative, to have the opportunity to ask questions of the
Investigating Officer, Headteacher, nominated Governor on the evidence given by
him/her and any witness whom he/she may call.
6. The members of the Committee to have the opportunity to ask questions of the
Investigating Officer, Headteacher, nominated Governor and witnesses.
7. The employee to put his/her case in the presence of the Investigating Officer,
Headteacher nominated Governor and to call such witnesses as he/she wishes.
8. The Investigating Officer, Headteacher, nominated Governor to have the
opportunity to ask questions of the employee and his/her witnesses.
9. The Committee to have the opportunity to ask questions of the employee and
his/her witnesses.
10. All witnesses will withdraw at this point.
11. The Investigating Officer, Headteacher, nominated Governor and then the

employee to have the opportunity to sum up their case if they so wish.
12.

The Investigating Officer, Headteacher, nominated Governor and the
employee to withdraw.

13.

The Committee to deliberate, only recalling the Investigating Officer,
Headteacher, nominated Governor and the employee to clear points of
uncertainty on evidence already given. If recall is necessary, both parties are to
return notwithstanding that only one may be concerned with the point giving
rise to doubt.

14.

The Committee will announce its decision to the employee personally and to
his/ her Representative, Headteacher and/or the nominated Governor. This will
be confirmed in writing within 5 working days.

Appendix 2b
Procedure of Appeals Body
1. The employee shall be given at least 10 school working days' to submit the
grounds for an appeal in writing. The time begins on the day of receipt of
written confirmation of the decision of the Headteacher or Disciplinary
Committee. (The date of the deadline to submit an appeal should be included
in the letter.)
2. The Appeals Body should convene within 15 working days of receiving the
grounds of appeal or as soon as is practicable. The employee shall be given at
least 10 working days’ notice in writing of the time, place of the hearing and
shall be entitled to be represented by his/her Trade Union or Professional
Association representative, colleague or friend and shall be able to call
witnesses and present documents relevant to his/her case.
3. Copies of all documents to be relied upon at the hearing shall be submitted to
the Appeals Body and the parties concerned at least 5 working days prior to
the date of the hearing.
4. The employee/representative to put his/her case for appealing the outcome of
the Disciplinary Hearing in the presence of the Investigating Officer,
Headteacher, nominated Governor and to call such witnesses as he/she wishes.
5. The Investigating Officer, Headteacher, nominated Governor to have the
opportunity to ask questions of the employee and his/her witnesses.
6. The members of the Appeals Body to have the opportunity to ask questions of
the employee and his/her witnesses.
7. The Investigating Officer, Headteacher, nominated Governor to put his/her
case in the presence of the employee and his/her witnesses.
8. The employee/Representative to have the opportunity to ask questions of the
Investigating Officer, Headteacher, nominated Governor and his/her
witnesses.
9. The members of the Appeals Body to have the opportunity to ask questions of
the Headteacher and his/her witnesses.
10. All witnesses will withdraw at this point.

11. The employee/Representative to have the opportunity to sum up his/her case
if they so wish.
12. The Investigating Officer, Headteacher, nominated Governor to have the
opportunity to sum up their case if they so wish.

Appendix 2c
DISCIPLINARY POLICY AND PROCEDURE
TIMELINES/SAMPLE LETTERS

COMPLAINTS PROCEDURE FOR
EXTERNAL COMPLAINTS
DERBYSHIRE COUNTY COUNCIL

TRISH TURNER
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Complaints Procedure
Informal
It is important to be clear about the difference between a concern and a complaint. A ‘concern’ may
be defined as ‘an expression of worry or doubt over an issue considered to be important for which
reassurances are sought’. Please approach us with any concerns at the earliest opportunity and we
will take them seriously. In most cases concerns are successfully resolved informally, through
discussions with the Headteacher or, if appropriate, and only with their agreement, the staff
member. (This principle will apply throughout this procedure). The initial contact with the school
may be in person by telephone, email or in writing, to make appropriate arrangements.
Complaints/ Concerns should be raised directly with the school rather than on social media sites as
this allows for the concern/ complaint to be addressed. Comments made on Social Media that are
inflammatory, derogatory, offensive or make reference to a protected characteristic in such a way
that contravenes the Equality Act 2010 could be prejudicial to the investigation of the compliant
and will be dealt with by the school and/or the appropriate authorities. They may also be made by a
third party acting on behalf on a complainant, as long as they have appropriate consent to do so.
We are committed to doing the best for the children in our care and are keen to resolve any
problems in their best interests. The sharing of concerns at this stage will reduce the numbers that
develop into formal complaints. We will listen carefully to your concerns and recognise how you
feel. We will seek a solution with you, taking particular account of the way in which the issue has
affected your child. It is anticipated that most concerns will be handled in this way without the need
for formal procedures and that normally entering the Complaints Procedure should be the last
resort.
A complaint may be generally defined as ‘an expression of dissatisfaction however made, about
actions taken or a lack of action.’
•
Where the matter is clearly a complaint, rather than a concern, then the complainant should
refer to the Complaints Co-ordinator/Headteacher, not directly to any other member of staff who
may be involved. As with concerns, the Headteacher will make every effort to resolve the matter
with you directly if it is appropriate to do so.
•
Where the first approach is made to a Governor, they will refer the complainant to the
Complaints Co-ordinator/Headteacher and advise them of the procedure. It is important for
Governors to be aware that they should not act unilaterally outside the formal procedure or be
involved in the early stages of a complaint.
•
Any member of staff being complained about is not obliged to attend meetings with
complainants either during the informal or formal stage.
•
Where a complaint concerns the headteacher, the matter will be referred to the Chair of
Governors.
•
Complaints against the Chair of Governors or any individual Governor should be received in
writing by the Clerk to the Governing Board via the school office
•
Complaints against the whole Governing Board should be addressed to the Clerk of
Governors who will liaise with the Local Authority.
Any concerns or complaints should be raised with the school as soon as possible after the matter
arises. This will help when looking into the issue, as memories will be fresher and other relevant
information more readily available. Complaints will not normally be considered after a period of
more than three months has elapsed since the incident in question or, where a series of associated
incidents have occurred, within three months of the last of these incidents. Exceptional
circumstances will, of course be taken into account and should be referred to either the
Headteacher if the complaint is to be considered at stage 1 or the Chair of Governors if the

complaint is to be considered at stage 2. Please ensure you make contact with either the
Headteacher or Chair of Governors as soon as you can to ask for additional time if you need it. You
will need to clearly set out the reasons for the delay and why you could not make your complaint
within the timescale set out in the policy. Requests will be considered on an individual basis and the
complainant provided with the response within 10 school days of receipt of the request. In the spirit
of openness and transparency, where the request is refused an explanation for the refusal will be
provided along with the decision reached.
Complaints made outside of term time will be deemed to have been received on the first school day
after the holiday period.
Complainants are encouraged to consider what outcome they feel will resolve the complaint, as this
will support the early identification of a way forward. It should foster consideration by the school
and the individual as to what is achievable and will be beneficial.
.
If the complaint is about the headteacher, or a member of the Governing Board (including the Chair
or Vice-Chair), a suitably skilled and independent Governor will be appointed to complete all the
actions at Stage 1.
Complaints about the headteacher or member of the Governing Board must be made to the Clerk,
via the school office.
If the complaint is:
•
•
•

jointly about the Chair and Vice Chair or
the entire Governing Board or
the majority of the Governing Board

Stage 1 will be considered by an independent investigator appointed by the Governing Board in
consultation with the Local Authority. At the conclusion of their investigation, the independent
investigator will provide a formal written response clearly explaining the outcome of the
investigations and conclusions so that the complainant can understand the rationale for the
decision. . If the complainant is dissatisfied with the outcome of the independent investigators
investigation they should write to or, if necessary, otherwise contact the Clerk to the Governing
Board, within ten working days of receiving the response. They need to state why they are not
satisfied and request that their complaint be referred to a Complaints Panel of independent
governors. (Stage 3) (As detailed above requests for extensions to the above timescale will be
considered in exceptional circumstances.)
Formal Stage 1 (Complaint heard by Headteacher)
If the complainant is not satisfied with the response they may choose to submit their complaint
formally to the Headteacher in writing, if possible, using the attached form.
It is important that the correspondence includes name, contact details, nature of complaint and any
suggested resolution to the complaint. If required, and particularly where the complainant has a
disability, they can contact the school by telephone, or in person and we will arrange a meeting at a
mutually convenient time/date to take down the details of the complaint.
At this point the Headteacher may have to consider any dissatisfaction the complainant has with
the way their complaint has been addressed so far as well as the initial complaint. The Head may

delegate the task of collating information to another staff member but not the decision concerning
the response to be provided and any action to be taken.
The receipt of the complaint will be acknowledged within three school working days of receipt by
the addressee and the response provided as soon as possible and at least within a further fifteen
school working days, unless the Headteacher has agreed a different timescale with the complainant
owing to particular reasons.
Formal Stage 2 (Complaint heard by Chair of Governors)
If the complainant is not satisfied with the response of the headteacher or the complaint is about
the headteacher, the complainant may write to the Chair of Governors within ten school working
days of receiving the response, using the form provided, to request their complaint be considered
further. Alternatively they may contact the Clerk to the Governors to make arrangements for the
form to be completed with them. (As detailed above requests for extensions to the above timescale
will be considered in exceptional circumstances.)
The Form or any other correspondence relating to the complaint should not be sent to other
governors or to the clerk to governors to be submitted to a Governing Board Meeting. This is
because other governors may be needed if the complaint is progressed further through the formal
procedure. To fulfil such a role they must not have had prior involvement in the complaint.
The Chair shall acknowledge the letter within three school working days of receipt. (Complainants
need to be aware that governors are not employees and may not receive the communication
immediately. Likewise, envelopes marked ‘private & confidential’ will not be opened by others in
the Chair’s absence) The Chair may nominate another governor to investigate, for personal or
contextual reasons.
The Chair will review the investigation conducted at stage 1 and carry out further enquiries if
required. Where necessary they will speak to everyone involved as soon as practicable. The
investigation will usually be within fifteen school working days. (It is important to remember that
governors are volunteers and may have their own work commitments. Further, it is possible that
the Chair may be away at the time the complaint is submitted and envelopes marked ‘private &
confidential’ will not be opened by anyone else). If the complaint is about the headteacher, this will
be the first formal investigation of the complaint, as it will have been directly referred to the Chair.
A written response clearly explaining the outcome of the investigations and conclusions so that the
complainant can understand the rationale for the decision should be provided within a further five
school working days, unless additional time is arranged.
Formal Stage 3 (Complaint heard by Governing Board’s Complaints Panel)
If the complainant is dissatisfied with the outcome of the Chair of Governor’s investigation they
may write to or, if writing is not possible, contact the Clerk to the Governing Board (with the
school’s help), within ten school working days of receiving the response. They need to state why
they are not satisfied and request that their complaint be referred to the Complaints Panel of the
Governing Board. (As detailed above requests for extensions to the above timescale will be
considered in exceptional circumstances.)

The governors’ hearing is the last school-based stage of the Complaints Process and will establish
the facts and make recommendations which will assure the complainant that his or her complaint
has been taken seriously.
Individual complaints would not be heard by the whole Governing Board at any stage, as this could
compromise the impartiality of any panel which may be set up for a disciplinary hearing, in the rare
circumstances where one is required following a serious complaint.
The Complaints Panel will comprise three independent Governors who have not previously been
involved in the complaint.
The clerk will convene a meeting of the Complaints Panel within fifteen school working days of the
request, or as soon as is reasonably practicable. At least five school working days before the
meeting, members of the Complaints Panel, Headteacher/Chair and complainant shall be provided
with all papers to be considered at the hearing.
The Headteacher and/or Chair of Governors will be invited to attend the meeting to state their case.
The complainant will be invited to attend the meeting to state their case and will be offered the
opportunity to be accompanied by a friend or other adult if they wish. Normally children should not
attend.
The complainant does not have to attend the meeting in which case the Complaints Panel will
consider the documentary evidence provided by the complainant. Similarly the Headteacher and/or
Chair do not have to attend. If a request is made for a child to attend the meeting or if a child
unexpectedly arrives at the meeting then the Complaints Panel may refuse that request or adjourn
the meeting if it considers it reasonable to do so.
The role of the panel is to consider the complaint afresh, and may consider new evidence presented
by either the school or the complainant. If new evidence is presented by either the school or the
complainant the panel will take it into consideration if they decide it is reasonable to do so.
Complainants have the right to request an independent Complaints Panel , if they believe there is
likely to be bias in the proceedings. The school will consider such a request, taking account of the
reasons given, and the governors will decide whether to agree.
If the complaint is:
•
•
•

jointly about the Chair and Vice Chair or
the entire Governing Board or
the majority of the Governing Board

Stage 3 will be heard by a committee of independent governors.
The panel can:
•
Dismiss the complaint in whole or in part
•
Uphold the complaint in whole or in part
•
Reach a judgement on the appropriate action to be taken to resolve the complaint
•
Recommend the consideration of changes to the school’s systems or procedures to ensure
that problems of a similar nature do not recur

The panel may determine an alternative outcome to the complaint, based on the same information.
The aim of the meeting is to establish the facts and make recommendations which will assure the
complainant that his or her complaint has been taken seriously. The panel shall in as far as
reasonably possible resolve the complaint and achieve reconciliation between the school and
complainant. It is recognised that the complainant may not be satisfied with the outcome, if the
hearing does not find in their favour. However it is hoped that they will feel that the consideration of
their complaint has been robust.
The Chair of the Panel needs to ensure that that the complainant is notified of the panel’s decision,
in writing, within three school working days.
The Role of the School Complaints Unit
If a complainant has completed the local procedures and the complainant remains dissatisfied, they
have the right to refer their complaint to the Secretary of State. The Secretary of State has a duty to
consider all complaints raised but will only intervene where the Governing Board has acted
unlawfully or unreasonably and where it is expedient or practical to do so.
The School Complaints Unit (SCU) considers complaints relating to LA maintained schools in
England on behalf of the Secretary of State. The SCU will look at whether the Complaints Policy and
any other relevant statutory policies were adhered to. The SCU also looks at whether statutory
policies adhere to education legislation. However, the SCU will not normally re-investigate the
substance of the complaint. This remains the responsibility of schools.
The SCU will not overturn a school’s decision about a complaint except in exceptional
circumstances where it is clear the school has acted unlawfully or unreasonably. If the SCU finds
that the school has not handled a complaint in accordance with its procedure, they may request
that the complaint is looked at again.
If legislative or policy breaches are found, the SCU will report them to the school and the
complainant, and where necessary, ask for corrective action to be taken. The SCU normally also
seeks written assurances as to future conduct. Failure to carry out remedial actions or provide
written assurances could ultimately result in a formal Direction being issued by the Secretary of
State in accordance with her powers under sections 496 and 497 of the Education Act 1996.
Schools may wish to contact the SCU for advice on whether they have acted reasonably; for
example: in closing down a complaint from a serial complainant before the local procedure has been
completed. However, the SCU will not be able to advise on how to resolve the complaint.
Further information can be obtained from the SCU by calling the National Helpline on 0370 000
2288 or going online at: www.education.gov.uk/help/contactus or by writing to:
Department for Education
School Complaints
Unit 2nd Floor, Piccadilly Gate
Store Street
Manchester
M1 2WD

Complaints not in scope of the Procedure
A Complaints Procedure should cover all complaints about any school staff/governors, provision of
facilities or services that a school provides with the exceptions listed below, for which there are
separate (statutory) procedures.
For all categories of complaint, not in the scope of the procedure, where the LA is identified as
the initial recipient please address to The Complaints Manager, Children’s Services.
Exceptions
•
•
•

Admissions to schools
Statutory assessments of Special
Educational Needs (SEN)
School re-organisation proposals
•

Matters likely to require a Child
Protection Investigation

•

Exclusion of children from school

•

Whistleblowing (in Derbyshire the procedure
is named ‘Confidential Reporting Code,
Whistleblowing’)

•

Staff grievances

•

Staff conduct

•

Complaints about services provided by other
providers who may use school premises or
facilities.

Who to contact
Concerns should be raised direct with local
authorities (LA). For school admissions, it will depend
on who is the admission authority (either the school
or the LA). Complaints about admission appeals for
maintained schools are dealt first by the LA and, if
necessary, later by the Local Government
Ombudsman.
Complaints about child protection matters are
handled under our child protection and safeguarding
policy and in accordance with relevant statutory
guidance.
If you have serious concerns, you may wish to contact
the local authority designated officer (LADO) who
has local responsibility for safeguarding <insert
LADO details>.
Concerns should be raised first with the LA. Further
information about raising concerns about exclusion
can be found at: www.gov.uk/school-disciplineexclusions/exclusions.
Schools have an internal whistleblowing procedure
for their employees and voluntary staff. Other
concerns can be raised with the LA or direct with
Ofsted by telephone on: 0300 123 3155, via email at:
whistleblowing@ofsted.gov.uk or by writing to:
WBHL, Ofsted Piccadilly Gate Store Street
Manchester M1 2WD. The Department for Education
is also a prescribed body for whistleblowing in
education.
These matters will invoke the school’s internal
grievance procedures.
Complaints about staff will be dealt with under the
school’s internal disciplinary procedures, if
appropriate.
Complainants will not be informed of any disciplinary
action taken against a staff member as a result of a
complaint. However, the complainant will be notified
that the matter is being addressed.
Providers have their own Complaints Procedure to
deal with complaints about service. They should be
contacted direct.

•

National Curriculum - content

Please contact the Department for Education at:
www.education.gov.uk/contactus

The Role of the Complainant
The person making the complaint will receive a more effective response if he/she:•
Co-operates with the school in seeking a solution to the complaint
•
Expresses the complaint in full as early as possible
•
Responds promptly to requests for information or meetings or in agreeing the details of the
complaint
•
Asks for assistance as needed
•
Treats all those involved with respect
•
Refrain from publicising the details of their complaint on social media and respect
confidentiality
The Role of the Complaints Co-ordinator (or Headteacher)
The Complaints Co-ordinator shall :•
Ensure that the complainant is fully updated at each stage of the procedure
•
Ensure that all people involved in the procedure are be aware of the legislation around
complaints including the Equality Act 2010, Data Protection Act 2018 and Freedom of Information
Act 2000
•
Liaise with staff members, Headteacher, Chair of Governors and Clerk to ensure the smooth
running of the Complaints Procedure
•
Keep records
•
Be aware of issues regarding:
o
third party information
o
additional support – this may be needed by complainants when making a complaint (
including arranging for interpretation support
Serial and/or Unreasonably Persistent Complainants and/or Unreasonable Complainant Behaviour
If properly followed the Complaints Procedure will limit the number of complaints that become
protracted. However, there will be occasions when, despite all stages of the procedure having been
followed, the complainant remains dissatisfied. If the complainant tries to reopen the same issue,
the Chair is able to inform them in writing that the procedure has been exhausted and the matter is
now closed. Please consult the full procedure for dealing with serial and/or unreasonably persistent
complainants, vexatious complaints and/or unreasonable complaints behaviour, available as
Appendix 3.

Appendix 1
Please check the detail of the procedure for what needs to be included at each stage.

Appendix 2
Example of A Complaint Form
Your name:

Pupil’s name (if relevant):
Your relationship to the pupil (if relevant):
Address:

Postcode:
Day time telephone number:
Evening telephone number:
Please give details of your complaint.

What action, if any, have you already taken to try and resolve your complaint.
(Who did you speak to and what was the response)?

What actions do you feel might resolve the problem at this stage?

Are you attaching any paperwork? If so, please give details.

Signature:

Date:

Official use
Date acknowledgement sent:

By who:

Complaint referred to:
Date:

Appendix 3
Procedure for dealing with Serial and/or Unreasonably Persistent Complainants
and Unreasonable Complainant Behaviour
1.

Introduction

The school is committed to dealing with all complaints fairly and impartially and to providing a high
quality response to complainants. The school will not normally limit the contact complainants have
with the school. However, we do not expect our staff to tolerate unacceptable behaviour and will
take action to protect staff from that behaviour, including that which is abusive, offensive or
threatening. Having a procedure on unreasonably persistent complainants and unreasonable
complainant behaviour helps the school to deal with complainants in ways which are consistent and
fair.
2.

Definitions

The school has adopted the definition of ‘unreasonable’ and ‘unreasonably persistent’ complainants
as those who, because of the frequency or nature of their contacts with the school, hinder the
school’s consideration of their, or other people’s, complaints.
Unreasonably Persistent Complainant Behaviour
A complaint may be regarded as unreasonable when the person making the complaint:•
introduces trivial or irrelevant new information and expecting it to be taken into account
and commented on, or raising large numbers of detailed but unimportant questions and insisting
they are all fully answered, often immediately or to their own timescales;
•
makes excessive demands on school time by frequent, lengthy, complicated and stressful
contact with staff regarding the complaint in person, in writing by email and by telephone, while the
complaint is being investigated and often expecting immediate responses;
•
submits repeat complaints, after the Complaints Process has been completed, essentially
about the same issue but with additions/variations which the complainant insists make these ‘new’
complaints which he/she wants to be put through the full complaints procedure;
•

seeks an unrealistic outcome;

•
refusal to accept the decision reached on the complaint, repeatedly arguing the point and
complaining about the decision, when the school’s Complaints Procedure has been fully and
properly implemented and completed.
This list is not exhaustive and unreasonably persistent complainant behaviour is not limited to one,
or a combination of any, of the above.
Unreasonable Complainant Behaviour
Unreasonable complainant behaviour can come about when the situation between the School and a
complainant escalates and the complainant’s behaviour becomes unacceptable. Examples of
unreasonable complainant behaviour include:-

•

refusal by complainant to specify the grounds of a complaint, despite offers of assistance;

•
refusal by complainant to co-operate with the Complaints Process, yet still wanting his/her
complaint to be resolved;
•

refusal to accept that issues raised are not within the remit of the Complaints Procedure;

•
insistence that the complaint be dealt with in ways which are incompatible with the
School’s adopted Complaints Procedure;
•
making apparently groundless complaints about staff/governor dealing with the complaint
and seeking to have those staff removed/replaced;
•
changing the basis of the complaint as the investigation proceeds and/or denying
statements he/she made at an earlier stage;
•
Electronically recording meetings and conversations without the prior knowledge and
consent of the other persons involved.
A complaint may also be considered unreasonable if the person making the complaint does so
either face to face, by telephone, in writing or electronically:•
•
•
•
•
•
•

maliciously,
aggressively,
using threats, intimidation or violence,
using abusive, offensive or discriminatory language,
knowing it to be false,
using falsified information,
publishing unacceptable information in a variety of media such as in social media websites and
newspapers.

This list is not exhaustive and unreasonable complainant behaviour is not limited to one, or a
combination of any, of the above.
Complainants should limit the number of communications with a school while a complaint is being
dealt with. It is not helpful if repeated correspondence is sent (via any medium) as it could delay the
outcome being reached and could lead to a determination of unreasonable complaint behaviour.
Wherever possible, the Headteacher or Chair of Governors will discuss any concerns with the
complainant informally before applying a determination of ‘unreasonable’ complaint behaviour.
3.

Aim

The aim of the procedure for dealing with unreasonably persistent complainants and unreasonable
complainant behaviour, is to deal fairly and honestly with the complainant whilst ensuring that
other service users and staff/governors do not suffer any detriment from people making repeated
and persistent, unreasonable complaints.
4.

Dealing with Unreasonably Persistent Complainants

The decision to designate someone as unreasonably persistent can only be made by the Chair of
Governors in consultation with the Headteacher. As appropriate, staff and governors should be
informed that contact with a named complainant is being restricted and why, and who will have
access to that information on request.
5.

Assessing whether the action is proportionate and necessary

Consideration of the following points, together with any other relevant factual information, will be
necessary to assess whether the proposed action is proportionate and necessary:
•
Is the complaint being investigated properly and in accordance with the School’s procedure
for investigating complaints?
•

Is there another, more specific, path for the complainant to follow?

•

Are the correct timescales being adhered to?

•

Has the complainant been advised of any delays that may have occurred?

•
Are the considerations/decisions reached, as part of the investigation, being reached
correctly?
•

Have communications with the complainant been adequate, clear and co-ordinated?

•
Has consideration been given to the possibility of mental health problems, learning
disabilities, or personality disorders?
•
Is the complainant now providing any significant new information that might affect the
School’s view of his/her complaint?

6.
Assessing whether further action is necessary before designating the complainant
‘unreasonably persistent’
If satisfied on these points, consideration will be given to whether further action is necessary prior
to making the decision to designate the complainant as unreasonably persistent, for example:
Have any meetings taken place between the complainant and the Headteacher and Chair of
Governors? If not, unless there is a known risk about such a meeting, would this be likely to help the
situation? The complainant may be accompanied by an advocate, if he/she wishes, if it is considered
that a meeting may help the situation.
Under no circumstances should an individual be designated as making a serial complaint for
exercising their democratic right to refer their complaint to their local MP, regardless of which stage
the complaint has reached.
7.

Applying restrictions

Before applying any restrictions, the complainant will be given a warning in writing that if his/her
actions continue, the school may determine to treat him/her as,

•
•

pursuing a serial and/or unreasonably persistent complaint, and or
adopting unreasonable complaint behaviour.

Any sanction applied will usually be reviewed after 6 months.
8.

Options for action

In determining the precise nature of the action the School will take, consideration will be given to
what is appropriate and proportionate to the nature and frequency of the complainant’s contacts
with the School at that time. It is important, however, to ensure that the Complaints Procedure has
been followed.
The following is a list of some possible actions for managing a complainant’s involvement with the
School:
•

Placing time limits on telephone conversations and personal contacts.

•
Restricting the number of telephone calls that will be taken e.g. one call on one specified
day of any week.
•
Limiting the complainant to one contact medium e.g. telephone, letter, e-mail and/or
requiring the complainant to communicate with one named member of staff.
•

Requiring personal contacts to take place in the presence of a witness.

•

Refusing to register/process further complaints about the same matter.

The list is not exhaustive and local case by case factors may be relevant in deciding appropriate
action.
9.

Completed complaints

Where the complaint has gone through Stage 3 of the School’s Complaints Procedure then there is
no further avenue through which to pursue the matter with the school. Should correspondence
from the complainant continue, the Chair of the Governing Board will write to the complainant to
inform him/her that the matter is at an end and the School will not enter into further
correspondence about the complaint, and any further letters on the same subject will be read and
placed on file, but will receive no acknowledgement or response.
10.

Dealing with Unreasonable Complainant Behaviour

The School has a duty to ensure the health, safety and welfare of its staff and it does not expect
staff to tolerate language or behaviour by complainants which is abusive, offensive, or threatening.
Members of staff who feel threatened or intimidated by the language or behaviour of complainants
should report their concerns to their Headteacher, copied to Chair of Governors.
In response to any serious incident of aggression or violence, the concerns and actions taken will be
put in writing immediately and the police informed. This may include banning an individual from the
school premises. (see section 15 below). The letter will require the individual not to repeat the
behaviour and, if necessary, set conditions and restrictions for further contact with staff.

This procedure sits alongside existing policies as a means of addressing the full spectrum of
behaviours which the School may need to address.
a.

Telephone contact

During a telephone conversation, if staff consider that the caller is becoming aggressive
and/or offensive, they will inform the caller that they will terminate the conversation unless such
behaviour ceases. If the aggression continues, the member of staff will terminate the call and a note
will be placed on file explaining why the call was terminated.
Repeated calls of this nature are considered to be unacceptable and should be reported to
the Headteacher to determine appropriate action.
b.

Personal contact

Visitors to School premises may show aggressive behaviour when they do not achieve the
aim of their visit. Triggers for unreasonable behaviour can include:
•
Not being able to see the person he/she holds responsible for his/her current situation or
discontentment.
•
Not being allowed instant access to the Headteacher.
•
Not being able to resolve his/her complaint during his/her visit.
Examples of aggressive and unreasonable behaviour can include:
•
•
•
•
•

Shouting loudly and making demands to see the staff member he/she holds responsible.
Making threats to members of staff who are trying to help.
Using abusive and upsetting language to members of staff.
Refusing to leave until the problem is resolved.
His/her continued presence causes disruption/distress to other visitors.

Difficult situations such as this can sometimes be resolved by being patient, remaining calm,
listening and identifying the exact nature of the problem.
If it is not possible to resolve the situation actions may include:
•
ensure another member of staff is present. If this is not practicable, assess the situation and
decide what action you should take e.g. leave the room to seek assistance;
•
telephone to ask for further assistance if necessary and possible;
•
if applicable, try to remain behind a desk/table/counter – this acts as a barrier and maintains
a distance, thus reducing the risk of violent behaviour;
•
if the complainant refuses to calm down, raise the alarm to ask for assistance;
•
explain clearly that you are unable to help any further but that you will pass on the details of
his/her complaint to the relevant person, then, if necessary, ask the complainant to leave the
premises;
•
as soon as possible after the incident, write up a clear account of what has happened, listing
those present at the time. Sign and date the document and forward to the Headteacher.
This list is not exhaustive and unreasonable complainant behaviour is not limited to one, or a
combination of any, of the above.

Where the behaviour is so extreme that it threatens the immediate safety and welfare of the
School’s staff, other options will be considered e.g. reporting the matter to the Police or taking legal
action. In such cases, the complainant may not be given prior warning of that action.
11.

Application of the Procedure

If the decision is made to apply the procedure, the Chair of Governors will write to the
complainant including the following information.
•
•
•
•
•

Inform him/her that the decision has been taken to invoke the procedure.
Explain what it means for his/her contacts with the School.
Explain how long any restrictions will last.
Explain what the complainant can do to have the decision reviewed.
Enclose a copy of the procedure with the letter.

Complainants who may have been restricted in their communications with the school can also be
advised to ask a third party to act on their behalf, such as the Citizens’ Advice Bureau.
If a complainant persists to the point that the school considers it may constitute harassment or a
risk to the safety of staff, school should consider contacting the police and obtain legal advice as
the next steps Different procedures apply to Freedom of Information (FOI) and Data Protection
(DP) correspondence. The school should consult their FOI or DP advisor about these. Regardless of
any communication strategy, school must provide parents and carers with the information that are
entitled to under The Education (Pupil Information) ( England) regulations 2005 within the statutory
time frame. Different procedures apply to FOI and DP correspondence. Schools should seek further
advice from their FOI and DP advisor about any request.
More information about dealing with vexatious requests for information is available on the
Information Commissioner’s Office (ICO) website and the office can be approached for advice.
12.

Records

Adequate records must be kept of all contacts with unreasonably persistent complainants and
complainants behaving unreasonably. The information will be treated as confidential and only
shared with those who may be affected by the decision.
Key information to be recorded includes:
•
when a decision is taken to apply, or not to apply, the procedure following a request to do
so by a member of staff;
•
when a decision is taken to make an exception to the procedure after it has been applied,
e.g. if extenuating circumstances subsequently come to light;
•
when a decision is taken, and the reason, not to put a further complaint from the same
complainant through the Complaints Procedure;
•
when a decision is taken not to respond to further correspondence, having made sure that
any further letters, faxes, e-mails, etc. from the complainant do not have any significant new
information;

13.

Future Complaints by the same Complainant

When/if the complainant makes a complaint about a new issue this will be treated on its merits.
Complainants have a right to have any new complaint heard and failure to respond at all to a
complaint could mean that the school is failing to comply with its legal obligations. The school
needs to ensure that they are acting reasonably and that any genuine complaint can still be heard.
When the behaviour of the complainant has previously been determined as ‘unreasonable
complainant behaviour’ a decision will need to be taken on whether any restrictions which have
been applied before are still appropriate/necessary.
14.

Reviews of Decisions

Reviews of decisions to restrict a complainant’s contacts, or the School’s responses to those
contacts, should be carried out in accordance with agreed timescales or at least every six months by
the Headteacher and Chair. If no further contact has been received from the complainant over a
period of school to insert appropriate timescale, consideration may be given to cancelling the
restrictions. However, urgent assessment will be necessary to re-introduce them if behaviour which
led to the original decision recommences.
The Complainant may request that the Governing Board review the decision of the Chair and
Headteacher by submitting their reasons in writing. The Governing Board will consider the decision
at their next meeting. The complainant does not have an automatic right to attend the meeting of
the Governing Board.
15.

Barring from the School Premises

Although fulfilling a public function, schools are private places. The public has no automatic right of
entry. The school will therefore act to ensure it remains a safe place for pupils, staff and other
members of their community.
If a parent’s behaviour is a cause for concern, a school can ask him/her to leave the school premises.
In serious cases the school or the local authority can notify them in writing that their implied licence
to be on school premises has been temporarily revoked, subject to any representations that the
parent may wish to make. The school will always give the parent the opportunity to formally
express their views on the decision to bar in writing.
The decision to bar will be reviewed taking into account any representations made by the parent
and either confirmed or lifted. The decision will be notified in writing and, if the bar is confirmed,
the parent will be notified in writing, explaining how long the bar will be in place.
Anyone wishing to complain about being barred can do so, by letter or email, to the Headteacher or
Chair of Governors. However complaints about barring cannot be escalated to the Department for
Education. Once the school’s own Complaints Procedure has been completed, the complainant may
wish to seek their own independent advice.

STUDENT PLACEMENT AND VOLUNTEER PROCESS
DEPUTY HEADTEACHER

SOPHIE EVITTS

Rationale:
Student and Volunteer placements Brackenfield SEND school hosts placements for post 19
students and volunteers. The purpose of the placements is to observe and experience the following:
•
•
•
•
•
•
•

How the structure of the school supports staff to meet the needs of pupils
The features of the school typical of a special school setting
The features of the school bespoke to its cohort and school community
School Context: the designation of the school, how many pupils and staff it has, how
many teachers, catchment area etc.
School Structure: how the school is structured, how pupils are taught and grouped
Core Values: the mission statement, ethos and core values of the school
Behaviour support: the behaviour management policy and how this is embedded
throughout the school

Students and volunteers are invited to take part in CPD opportunities available to the wider school
team. All placements are assigned a key contact and where appropriate mentors are assigned to
support professional development whist in placement.
Students and volunteers are not left unsupervised with pupils. All placements spend time within
classrooms and are directed by the staff team to support where required. This does not include
intimate/ medical care.
Where placements are arranged through another establishment, service level agreements are
completed on a case by case basis. Where placements have been sought voluntarily, and interview
references and DBS are completed prior to placements beginning. Volunteers pay for their own
DBS completion.
A student placement or volunteer would require a DBS check if they are unsupervised with children
or vulnerable adults on at least 4 occasions in a 30 day period, or helping with personal care.
In order to qualify for a free of charge Disclosure & Barring check, the applicant must not benefit
directly from the position the DBS application is being submitted for.
The applicant must not:
•
•
•
•

Receive any payment ( except for travel and other approved out of pocket expenses)
Be on a work placement
Be on a course that requires them to do this job role
Be in trainee position that will lead to a full time role/ qualification

Process for all student placements/ volunteers
1.
2.
3.
4.
5.
6.
7.
8.

All student placements/ volunteers to complete application form via the school website
This should be emailed to HR@
SBA for HR to save in pending applications
SBA for HR to forwarded to DHT
Volunteers: DHT to read and then send to HR@ for references
SBA for HR to request references
SBA for HR to forward references received to DHT
HT PA to book in for interview

Student placements (if studying course)
1.
2.
3.
4.

DHT to read and forward to HT PA to book in for interview
Feedback to placement provider
References sought if required (long term placements or non-graduate courses)
Student to bring in DBS on first day of placement

Successful Student/volunteer
1. DHT Book into placement calendar and assign class
2. DHT inform class team and assign mentor if required
3. DHT Book in induction before first day (school overview, safeguarding and health and
safety)

