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Summary of Key Changes to Flexible Working Policy – April 2020 
 

1. To include the introduction of parental bereavement leave 

1. Policy Summary  
 
This policy applies to all school based staff. 
 
This document is intended to provide a summary of employees’ entitlements to maternity, paternity, adoption 
and parental leave. It is not a comprehensive summary of employees’ legal rights and in any case of dispute 
on interpretation, the wording used in legislation, Conditions of Service Handbooks and in Local Agreements 
will take precedence.  If you require further information or have specific queries, please contact your HR 
Business Partner. 
 
This policy has been developed in recognition of the statutory requirements covering maternity, paternity and 
adoption provisions, as well as wider issues affecting working families i.e. parental leave provisions. It also 
recognises the importance of supporting employees with family friendly approaches to working, to enable 
them to achieve a greater work-life balance.  Further information regarding family friendly policies can also be 
found in the Leave of Absence Policy.  
 
The rights as described in this document apply to all employees, including those on temporary contracts. They 
also apply to full time and part time employees, irrespective of the number of hours they work, but may be 
subject to length of service. 
 
The following definitions are used in this policy: 
 

• ‘Expected week of childbirth' (EWC) means the week, starting on a Sunday, during which the 
employee's doctor or midwife expects her to give birth. 

 

• 'Qualifying week' means the 15th week before the expected week of childbirth for the purpose of SMP, 
and the 11th week before the expected week of childbirth for the purpose of OMP. 

2. Guide to Maternity Provisions 
 

2.1 Right to time off for Ante-Natal Care 
 
All pregnant employees are entitled to paid time off in order to keep appointments for antenatal care, made 
on the advice of a registered medical practitioner, midwife or health visitor. Antenatal care includes: 
 

• Appointments with the GP or registered Midwife 

• Hospital appointments for scans or tests 

• Other appointments made on the recommendation of the GP or registered Midwife 

• Relaxation and Parent Craft classes   
 
Employees are asked to inform the Head Teacher, as far in advance as possible, of the date and time of an 
appointment and the best estimate of the length of absence from work, including travelling time if significant. 
It would also be helpful in many cases if they could try to arrange appointments at the beginning or the end of 
the day, although schools recognise this may not always be possible. 
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Except for the first appointment, if requested by the Head Teacher, the employee must be prepared to show 
a certificate from a registered practitioner, midwife or health visitor confirming that she is pregnant and an 
appointment card, or some other document, showing that an appointment has been made, prior to the 
appointment taking place.  
 
The time taken to attend such appointments within an employee’s working hours for that day (including 
reasonable travelling time) will be paid at the usual rate provided they have complied with the above 
requirements. 
 
There is a statutory right for fathers/partners of pregnant women and intended parents of children born 
through surrogacy to unpaid time off work to attend up to two antenatal appointments.   
 
2.2 Time off for IVF Appointments 

 
Employees should refer to p7 of the school’s Leave of Absence policy and procedure to request time off for 
medical appointments once the employee becomes pregnant, she is entitled to the same time off for ante-
natal care as outlined above. 
 
It is good practice (though not a legal requirement) for you to treat sympathetically any request for time off 
for IVF or other fertility treatment. This could include allowing those staff who work all year round to take 
annual leave, or alternatively, allowing Term Time Only staff to take leave when receiving treatment. 
 

2.3 The Expected Date of Childbirth 
 
The employee’s midwife will provide a certificate stating the expected week of childbirth (MAT B1). This is 
normally issued after the 21st week of pregnancy.  This certificate is required in order to claim Statutory 
Maternity Leave and Pay, if eligible.  
 
As soon as the expected date of birth is confirmed on the MATB1 form, the earliest date for starting the period 
of maternity leave can be calculated, which is the beginning of the 11th week before the expected week of 
childbirth (EWC). To calculate this date employees should count back 11 weeks from the Sunday before the 
date of expected birth. Employees may commence maternity leave any time between this date and the 
expected date of birth. However, maternity leave will start automatically if employees are absent from work 
with a pregnancy-related illness during the 4 weeks before the baby is due, or if an employee gives birth their 
maternity leave will commence the following day. 
 

2.4 Pension and Annual Leave 
 
The contract of employment continues during maternity leave. The employee will continue to receive all 
contractual benefits for the full maternity leave period  

For Teachers: 
 
Pension: Any period when receiving pay during maternity leave (SMP or OMP) is regarded as pensionable 
service. When pay stops, the employee may not pay into the pension scheme. However, teachers may choose 
to protect their pension by buying additional pension to compensate. Employees should contact Teachers’ 
Pensions for more information. (Please note, continuity of service will not be affected). Payment for keeping-
in-touch days will also be pensionable. 

Annual Leave:  Under the Working Time Regulations, from April 2009 Teachers have a statutory right to paid 
annual leave amounting to 28 days (5.6 weeks). However, in most cases, periods of school closure before and 
after the maternity leave period will more than equal the 28 day annual leave entitlement.  
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Please note, this is not an additional entitlement to annual leave on top of the current school closure 
arrangements. 
 

For Support Staff:  
 
Pension: Any period when receiving pay during maternity leave (SMP or OMP) is regarded as pensionable 
service. Employees can either opt to pay pension contributions for any period of unpaid maternity leave so 
that it then counts as a period of service or not pay any outstanding contributions and the unpaid period will 
not count for pension purposes (whichever option is chosen, continuity of service will not be broken). If the 
employee wishes to pay additional contributions, they should notify payroll within 30 days of the date of return 
to work, or the date of ceasing employment, whichever is the earliest. Payment for keeping-in-touch days will 
also be pensionable.  
 
Annual Leave: Under the Working Time Regulations, from April 2009, Support Staff who work term time have 
a statutory right to paid annual leave amounting to 28 days (5.6 weeks). For support staff who work on a term 
time only basis, in most cases, periods of school closure before and after the maternity leave period will more 
than equal the 28 day annual leave entitlement.  
 
Please note, this is not an additional entitlement to annual leave on top of the current school closure 
arrangements. 
 
Support staff who work all year round will continue to accrue their normal annual leave entitlement 
throughout both ordinary and additional maternity leave.  
 
Time off in lieu will accrue in respect of Bank Holidays during the whole of the maternity leave. Any time taken 
as maternity leave will count towards qualifying service for the purpose of additional annual leave based on 
length of continuous service. Any leave entitlement so accrued must still be taken in the leave year which it 
relates. Common practice is to take any outstanding annual leave at the beginning or the end of the maternity 
leave period depending where this falls in relation to the annual leave year.  Employees should discuss their 
annual leave entitlement fully with their Head Teacher / Line Manager to ensure that they have the 
opportunity to take their entitlement either before commencing maternity leave or immediately prior to their 
return to work.  
 
Where an employee is planning not to return to work, she should be encouraged to plan to take any annual 
leave entitlement that she may be due, before commencing maternity leave.  If the employee has taken more 
paid annual leave than entitled to at the date of resignation, then the overpaid portion must be repaid to the 
Authority.  
 
All staff: 
 
A woman resuming work after maternity leave is entitled to benefit from any general improvements to the 
rate of pay (or other T&Cs) which may have been introduced while she has been away. For teaching staff, the 
period of absence on maternity leave counts towards the service required to establish a “year of employment” 
for the purpose of pay progression on the Main Pay Scale as outlined on p61 paragraph 7a of STPCD (2017).  A 
teacher who has passed through the threshold will not be disadvantaged in making progress within the Upper 
Pay Spine whilst on maternity leave.  Progression on UPS should be based on guidance as set out in the School 
Teachers’ Pay and Conditions Document. Please consult your HR Business Partner for further guidance. 
 
 
Maternity Leave 
 
All women are entitled to 52 weeks’ maternity leave regardless of the number of hours worked or length of 
service. This is made up of two elements known as Ordinary Maternity Leave (OML) which is the first 26 weeks’ 
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maternity leave and Additional Maternity Leave (AML) which is made up of a further 26 weeks’ maternity 
leave. 
 
An employee must notify her employer at least 15 weeks, or as soon as reasonably practicable, before she 
intends to start her leave: 
 

• that she is pregnant; 

• when the Expected Week of Childbirth (EWC) will be and provide a MATB1, which will be issued 
by her midwife after the 21st week of pregnancy; 

• when she intends to start her maternity leave.  
 
The employee will be required to notify her employer of her intention to take maternity leave by the 15th 
week before her EWC unless this is not reasonably practicable.  A woman will be able to change her mind about 
when she starts her leave providing she tells her employer at least 28 days in advance (Support staff) or 21 
days in advance (Teaching staff) - unless it is not reasonably practicable. 
 
There is a requirement on employers to respond to an employee’s notification of her leave plans within 28 
days.  An employer will need to write to the employee setting out the date on which she is expected to return 
to work.   
Unless notified otherwise, Head Teachers/Line Managers should assume that the employee will be taking their 
full entitlement to maternity leave.     
 
It is also the responsibility of the employer to carry out a written risk assessment with the employee, when the 
employee has notified that she is pregnant.  

 
Commencement/Entitlement 
 
Maternity leave should not commence any earlier than the 11th week before the Expected Week of Childbirth 
(EWC). However, it may be earlier in the following circumstances: 
 

• If the baby is born before the maternity leave is due to commence, then maternity leave starts 
automatically on the day after the birth 

 
Women may work after the 11th week before the EWC.  A woman may remain at work up to the birth of her 
child, unless she is certified as medically unfit to do so. Maternity leave may be commenced earlier in the 
following circumstances:  
 

• When an employee’s absence from work for an illness which is partly or wholly due to her 
pregnancy after the beginning of the 4th week before the EWC, her maternity leave will 
automatically commence. 

 
In accordance with statutory requirements, an employee entitled to maternity leave shall not work, nor be 
permitted by her employer to work, during the period of two weeks which commence with the day on which 
child birth occurs. 
 
2.5 Working for another Employer Whilst on Maternity Leave 
 
If the employee works for another employer during the statutory maternity pay period but before the baby is 
born, the employer should carry on paying statutory maternity pay. If the employee works for another 
employer during the statutory maternity pay period but after the baby is born, the employer will need to check 
whether she worked for the other employer during the 15th week before the baby was due. If she did, 
statutory maternity pay should be paid as usual. If, however, the employee is working for another employer 
for which she did not work during the 15th week before the baby was due, the employer must stop paying 
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statutory maternity pay from the start of the week that the employee works for the other employer. It is up to 
the employee to inform her employer that she is working for someone else during her statutory maternity pay 
period. 
 

2.6 Contact During Maternity Leave 
 
It is good practice for employees and Head Teachers/Line Managers to maintain reasonable contact during an 
employee’s absence so that she will remain informed of developments and changes within the school, which 
will support her return to work. The mechanisms by which she wishes to do this, and the extent to which she 
wants to be informed, should be discussed with her Head Teacher/Line Manager prior to the commencement 
of maternity leave. This contact will normally be minimal and should neither be excessive or intrusive. This 
does not constitute “work” and would not count towards the KIT 10 day period (see below). 
 

2.7 Keeping in Touch Days (KIT) 
 
Keeping-in-touch days can also enable an employee and the Head Teacher/Line Manager to keep in touch 
during the maternity leave period to ease the return to work. Following agreement with her Head Teacher/Line 
Manager, the employee can undertake 10 days’ work during her maternity leave without bringing her 
maternity period to an end.  
 
For these purposes, ‘work’ is defined as any work done under the contract of employment and may include 
training or any activity undertaken for the purposes of keeping in touch such as conferences, team meetings, 
training etc.  
 
The provisions apply to the entire period of her maternity leave, except during the first 2 weeks after childbirth 
which is a period of compulsory maternity leave. 
 
Working for any part of a day will count as one day towards the 10 KIT days; however employees will only be 
paid for the hours worked, at their contractual rate of pay (offset against SMP where payable). 
 
Any work done during maternity leave must be by agreement. The employer cannot insist than an employee 
carries out any work and the employee is protected from suffering a detriment or being dismissed for refusing 
to do so.   
 
An employee cannot insist on being given any work to do. 
 
Employees still qualify for SMP on up to 10 KIT days. If the employee exceeds the 10 days by only one day, the 
full week of SMP will be forfeited (where applicable).  
 
 

2.8 Returning to Work 

Right to Return 
 

a) Subject to (b), the employee is entitled to return to the job in which she was employed under her 
original contract of employment and on terms and conditions not less favourable than those which 
would have been applicable to her had she not been absent. “Job” for this purpose, means the 
nature of the work which she is employed to do and the capacity and place in which she is so 
employed. If the employee takes more than 26 weeks’ leave (Additional Maternity Leave) they are 
also entitled to return to the same job on the same terms and conditions unless this is not 
reasonably practicable by reason of redundancy. If however there is some reason other than 
redundancy why it is not reasonably practicable for the employee to return to her original job, she 
is entitled to be offered suitable alternative work on terms and conditions no less favourable than 
the original job. 
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b) Where it is not practicable by reason of redundancy for the school to permit her to return to work 

in her job as defined in (a), the employee shall be entitled to be offered a suitable alternative 
vacancy where one exists, provided that the work to be done in that post is suitable and 
appropriate to the circumstances, and that the capacity and place in which she is to be employed 
and her terms and conditions of employment are not substantially less favourable to her than if 
she had been able to return to the job in which she was originally employed. 

 
c) Suitable alternative employment may also be offered if exceptional circumstances other than 

redundancy (general reorganisation) which would have occurred if the employee had not been 
absent, necessitate a change in the job in which she was employed prior to her absence. The work 
to be done should be suitable and appropriate to the circumstances and the capacity and place in 
which she is to be employed and her terms and conditions of employment should not be less 
favourable to her than if she had been able to return to the job in which she was originally 
employed.  

 
Exercise of the Right to Return 
 

a) At the end of Maternity Period 
 

 Employees taking the full year’s maternity leave entitlement are not required to give any further 
notification of returning to work, providing they intend to return on the date notified to the school 
prior to the commencement of their maternity leave. 

 
 

b) Before the end of the Maternity Period 
 

Employees wishing to return before the end of their maternity leave period should notify the Head 
Teacher, in writing, at least 21 days before the day on which she proposes to return, if this is before 
the end of the Additional Maternity Leave period. Where the notice given is less than 21 days, the 
Head Teacher can delay the return until 21days’ notice has been received, or until the end of the 
52 week maternity leave period (as notified) if this is earlier than 21 days.  

 
Teachers: Where a teacher has not completed one year’s continuous service by the beginning of 
the 11th week before the EWC with one or more local authorities), she must give the Head Teacher 
at least 21 days notice in writing, of her proposed return date. Where the notice given is less than 
eight weeks, the Head Teacher can delay the return until 21 days notice has been received, or until 
the end of the 52 week maternity leave period (as notified) if that is earlier than eight weeks. 

 

c) Prevented from Returning to Work 

Where an employee is unable to return on the expected day due to sickness, the absence will be 
covered by the occupational and statutory sick pay schemes in the normal way. 

For an employee where, because of an interruption of work (whether due to industrial action or 
some other reason), it is unreasonable to expect her to return on the due date, she may instead 
return when work resumes, or as soon as reasonably practicable thereafter. 

 

d) Resignation 

Where an employee, during her period of maternity leave decides not to return to work, 
contractual notice must be given to school. Contractual notice must also be given where an 
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employee wishes to resign before her maternity leave commences, however it may be possible to 
determine a mutually agreeable termination date.   

 

2.9 End of Fixed Term Contract during Maternity Leave 

Should an employee’s contract expiry date occur during her period of maternity leave, the school must comply 
with the normal fixed term contract termination process. The reason for non-renewal must not be maternity 
related and employers are advised to seek HR advice. 

 
2.10 Maternity Pay 

 
Maternity pay comprises Statutory Maternity Pay (SMP) and Occupational Maternity Pay (OMP). Employees 
with 26 weeks’ continuous service at the end of the 15th week before the EWC may be entitled to 39 weeks’ 
SMP and employees with one year’s continuous service at the 11th week before the EWC may be entitled to 
39 weeks of SMP in addition to OMP (full entitlement outlined in  section 5 paragraph 8 Conditions of Service 
for School Teachers (2000). 
 
  
 Statutory Maternity Pay (SMP)  
 
Women are entitled to SMP if they have been continuously employed by their current employer for 26 weeks 
up to and including the 15th week before the baby is due. If they are not eligible for SMP, they may be eligible 
to claim Maternity Allowance from Job Centre Plus depending on their NI contribution record and earnings 
rule. 
 
Any employee who is entitled to receive Statutory Maternity Pay (SMP), will receive it for a maximum of 39 
continuous weeks with the remaining 13 weeks’ leave being unpaid. 
 
SMP is paid whether or not the employee intends to return to work for her employer, providing she is still 
working for the employer at the 15th week before the EWC.  Where staff are entitled to Occupational 
Maternity Pay, SMP is offset against OMP for the first 6 weeks of payment. 
 
For employees who inform the employer that they do not intend to return to work, payments during the 
subsequent 33 weeks shall be the employee’s entitlement to SMP. 
 
SMP cannot start earlier than the start of the maternity leave period (i.e. the 11th week before the EWC, apart 
from in the exceptional circumstances listed in paragraph 2.4.6 above).  SMP is not paid where the employee 
does any paid work after the birth in the paid maternity period (excluding ‘Keeping In Touch’ days) or if she is 
in legal custody at any time during the maternity pay period.  
 
Maternity Allowance  
 
Women with at least one year’s continuous service, with one or more Local Authorities at the beginning of the 
11th week before the EWC but less than 26 weeks with Bradford Council by the end of the qualifying week will 
be entitled to OMP but not SMP. However, dependent on their National Insurance contributions they may be 
entitled to state Maternity Allowance (MA).  
 
Occupational Maternity Pay (OMP) 

 
OMP payments made to the employee during Maternity Leave are made on the understanding that the 
employee will return to work either at the school or within the Local Authority for a period of at least 3 months 
after the maternity leave period. The provisions for teaching staff and support staff differ and are paid in 
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accordance with statutory and locally agreed terms and conditions, as outlined in the Burgundy Book (for 
teaching staff) and Green Book (for support staff). 

 

Teachers: Payment of OMP to the teacher shall be made on the condition that she will return to her job for a 
period of at least 13 weeks from the date of return (this includes periods of school holidays). This period would 
extend, on a pro rata basis, if the employee was returning to work on fewer hours than they worked prior to 
maternity leave. Should the teacher not be available for work or decide not to return to her job for the required 
period, she shall refund the OMP payments made during her maternity other than those made during the first 
six weeks of leave. Payments made by the way of SMP are not refundable. 

 

Support Staff: payment of OMP to support staff shall be made on the understanding that she will return to 
local authority employment for a period of at least 3 calendar months, whether this be on a full time, part time 
or job share basis. Should the employee not be available for work or decide not to return to local authority 
employment, she shall refund the whole amount of half pay. Payments made to the employee by way of SMP 
are not refundable. 
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Teaching Staff: 

 First 4 
weeks 

Next 2 
weeks 

Next 12 
weeks 

Next 21 
weeks 

Next 13 
weeks 

At least 1 year’s continuous 
service at the 11th week before 
EWC (with one or more Local 
Authorities)and at least 26 
weeks’ continuous service with 
Bradford Council by the end of 
the 15th week before EWC  

Full pay 
(inclusive 
of SMP) 

90% of a 
week’s pay 
(inclusive 
of SMP) 

Half pay 
plus SMP 
(capped at 
normal 
salary) 

SMP No pay 

At least 1 year’s continuous 
service at the beginning of the 
11th week before EWC (with one 
or more Local Authorities)but 
less than 26 weeks’ continuous 
service with Bradford Council by 
the end of the 15th week before 
EWC  

Full pay  
(inclusive 
of SMP) 

90% of a 
week’s pay 
(inclusive 
of SMP) 

Half pay 
plus MA if 
eligible 
(capped at 
normal 
salary) 

MA if 
eligible 

No Pay 

Less than 1 year’s continuous 
service at the beginning of the 
11th week before the EWC (with 
one or more Local Authorities) 
and at least 26 weeks’ 
continuous employment with 
Bradford Council  

Higher Rate SMP (6 
weeks) 

Lower Rate SMP (33 
weeks) 

No Pay 

Less than 1 year’s continuous 
service at the beginning of the 
11th week before the EWC (with 
one or more Local Authorities) 
and less than 26 weeks’ 
continuous employment with 
Bradford Council by the end of 
the 15th week before EWC 

Statutory Maternity Allowance (MA) may be payable, dependent 
on National insurance contributions.  
 
Maximum 52 weeks leave  
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Support Staff: 
 

 
 

First 6 weeks Next 12 weeks Next 21 weeks Next 13 
weeks 

At least 1 years continuous 
service at the beginning of the 
11th week before the EWC (and 
intends to return)  

90% of a 
week’s pay 
(offset against 
SMP or MA) 

Standard rate 
of SMP (if 
eligible) plus 
half pay 
(capped at 
normal salary) 

Standard rate 
of SMP (if 
eligible) 

No Pay 

At least 26 weeks continuous 
service at the end of the 15th 
week before the EWC 

90% of a 
week’s pay 
(offset against 
SMP or MA 

Standard rate of SMP (if eligible) No Pay 

Less than 26 weeks’ continuous 
service at the beginning if the 
11th week before EWC 

Statutory Maternity Allowance (MA) may be payable, dependent 
on National insurance contributions.  
 
(Maximum 52 weeks’ leave) 

 
NB: Employees who become pregnant during a period of maternity leave are entitled to a second period of 
maternity leave. However, it is important to note that maternity pay may be impacted. Employees and 
employers are advised to contact their payroll provider for further guidance. 
 

2.11 Protection against Unfair Treatment Or Dismissal 
 
Pregnant employees must not be treated any less favourably than any other staff and must not be dismissed 
from employment or selected for redundancy in preference to other comparable staff, for reasons of 
pregnancy. 

 

Employees are protected from dismissal regardless of hours/service: 

• If the principal reason for the dismissal is pregnancy or any reason connected with pregnancy. 

• If dismissed during maternity leave and the principal reason is the birth or any reason connected 
with having given birth. 

• If dismissed and the reason is because the employee took maternity leave. 

• If there are pregnancy related health and safety issues, and the employee is unable to do her job. 

 

It will be automatically unfair to select an employee for redundancy for pregnancy, child-birth or maternity 
related reasons. Where there is a genuine and necessary reason, the employer must carry out a fair procedure 
as outlined below and as per the locally agreed Redundancy Policy and Procedure: 
 

a. Selection criteria should be objective, non-discriminatory and applied fairly. 
 
b. When carrying out consultation, this should include any employee who is on maternity leave. 

They should be given information about proposed redundancies in the same way and at the 
same time as other employees where reasonably practicable to do so. Where there are 
practical difficulties, other arrangements should be made i.e. rearrange meetings or conduct 
them at the employee’s home. 

 



14 

 

c. Reasonable steps must be taken to find alternative employment for employees who may 
otherwise have been dismissed by reason of redundancy. An employee on maternity leave 
should be offered a suitable alternative vacancy (where one exists) before another employee. 
This is applicable to employees during periods of ordinary and additional maternity leave in 
addition to adoption and additional paternity leave. If a suitable alternative vacancy is offered 
and the employee unreasonably turns it down, the dismissal will be fair and the employee 
would lose the right to a statutory redundancy payment. 

 
d. Where there is no suitable vacancy, the employee’s employment would be terminated by 

reason of redundancy and will be entitled to a redundancy payment (where qualifying 
conditions are met), relevant notice period and written reasons for dismissal. 

3 Health and Safety  
 

All employers have a legal obligation to protect the health and safety at work of all staff and others, including 
new, breast feeding and expectant mothers.   
 

3.1 Risk Assessment 
 
An employee should inform her manager that she is pregnant.  A risk assessment of her working area and 
practices should then be carried out. Each individual expectant mother would require a specific assessment 
that will need to be reviewed as the pregnancy progresses.  Further guidance can be found in the HSE booklet, 
New and Expectant Mothers at Work: A guide for employers. Further information can also be found on Bradnet 
or by contacting your HR Business Partner.  
 
Managers are responsible for ensuring that when carrying out risk assessments for workplaces and 
workstations etc. particular attention is paid to those risks that could affect the health or safety of new, breast 
feeding or expectant mothers or their babies.  All reasonable practicable measures should be taken to prevent 
exposure to risks, through removal of hazards or implementation of controls. 
 
If a woman believes there is a risk to her health or safety, or to that of her baby, which has not been considered 
in the risk assessment, she must bring the risk to the attention of her Head teacher/Line Manager. 
 
3.2 Communicable Diseases 

If in the early months of pregnancy employees are advised by an approved medical practitioner to be absent 
from school because of the risk of a communicable disease they will be granted full pay                                   

3.3 Miscarriage  

Absence due to miscarriage prior to 24 weeks of pregnancy shall be treated as sickness absence provided it is 
covered by a doctor’s certificate. 

3.4 Still Birth 

In the tragic circumstances of a still birth, which is defined as occurring after 24 weeks of pregnancy or of neo 
natal death, employees will be entitled to the same maternity leave and pay as if the pregnancy had reached 
full term. The return to work notification remains unchanged i.e. 21 days of proposed return to work. See 
section 8 – parental bereavement leave for further information. 
 

3.5 Removal of Staff from Risk 
 
If despite taking all reasonably practical measures, there is still a risk that could jeopardise the health or safety 
of a new, breast feeding or expectant mother or her baby then steps must be taken to remove the individual 
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from that risk.  This must be done as soon as the Head Teacher/Line Manager has been informed that an 
individual is pregnant.  The steps to remove an individual from a risk are as follows:- 

• To temporarily adjust the individual’s working conditions and/or hours of work; or if it is not 
reasonable to do so, or would not avoid the risk:  

• Offer her suitable alternative work if any is available; or if that is not  feasible: 

• Medical Leave of Absence from work for as long as necessary to protect her safety or health or 
that of the child. 

 
3.6 Offers of Suitable Alternative Work 
 
Where an employee is offered suitable alternative work, the work must be: 

 

• Both suitable and appropriate for her to do in the circumstances; and 

• On terms and conditions no less favourable than her normal terms and conditions. 
 
 
3.7 Entitlements during Medical Leave of Absence 
 
A woman on medical leave of absence is entitled to be paid remuneration at her full normal rate for as long as 
the absence continues.  The only exception to this is where she unreasonably refuses an offer of suitable (risk 
assessed) alternative work, in which case no remuneration is payable for the period during which the offer 
applies. During the period of medical leave of absence continuity of employment, pension rights and length of 
service payments are protected.   
 

3.8 New and Nursing Mothers 
 
Facilities for Breastfeeding and expressing/storing milk at school 

 
The Workplace Regulations (1992) require employers to provide suitable ‘rest’ facilities for workers who are 
pregnant or breastfeeding. Although it is not a legal requirement, the Health and Safety Executive (HSE) 
encourages employers to provide a healthy and safe environment for nursing mothers to express and store 
milk. This could be provided in the suitable rest facilities and should be away from communal fridges. 

1. Paternity/Nominated Carer’s Leave  
 

4.1 Introduction 
 
Statutory Paternity Leave and Paternity Pay is available to fathers and the partners of mothers of children. The 
provisions apply whether the employee’s service is full time or part time (irrespective of the number of hours), 
or is permanent or temporary, subject to the conditions of the scheme being met.  
 
Employees (male or female) who are acting as the “prime or nominated carer” for the mother/child may request 
nominated carers’ leave. They are subject to the same provisions as applied to employees requesting Paternity 
Leave.  
 
There are potentially two schemes available including the provisions of Bradford Council’s Contractual 
Paternity Leave Scheme and employee’s rights under the Statutory Paternity Scheme.  
 
The entitlement is an allowance of up to two weeks’ absence (subject to eligibility as outlined below). 
 
In order to apply for nominated carers leave they will need to provide a copy of the MAT B1 or birth certificate 
along with a letter from the mother confirming they are the nominated person. 
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4.2 Statutory Paternity Leave  
 
To qualify, employees must: 
 

• Be the child’s father (or adopter) or the spouse or partner, same or opposite sex, of the child’s mother;  

• Have or expect to have responsibility for the child’s upbringing; 

• Have been continuously employed for at least 26 weeks ending with the 15th week before the EWC; or 
the end of the week they are notified of being matched with a child (if adopting from the UK); or from 
the date the child enters Great Britain (if adopting from overseas); and 

• Give proper notice and evidence to school of their intention to take Statutory Paternity Leave (see 
below). 

 
Employees eligible for the statutory scheme have the right to choose to take one or two consecutive weeks’ 
leave (not odd days). It cannot be taken before the birth (or placement) of the child and must be taken within 
8 weeks of the birth (or placement). If the baby is born prematurely, the leave can be taken between the birth 
and eight weeks after the birth.  
 
The employee must provide the Head Teacher/Line Manager with written evidence from either the GP, 
hospital or adoption agency that: 
 

• His/her partner’s pregnancy exists (or confirmation of being matched with a child). 

• Shows the expected date of confinement (or child placement).  
 

The employee must also live at the same address as his/her partner (except for below). 
 

In order to apply for Nominated Carer’s Leave, the employee must provide the Head Teacher/Line Manager 
with a copy of the MAT B1 along with a letter from the mother confirming they are the nominated person of 
choice. Employees must comply with notification requirements as set out below. 
 
An employee must notify his/her employer by the end of the 15th week before EWC, or as soon as reasonably 
practicable, that he/she intends to take paternity leave. The Inland Revenue Form ‘SC3 – Becoming a Parent’ 
(for births) or ‘SC4 – Becoming an Adoptive Parent’ (for adoptions) can be used to give notice of leave and to 
apply for Statutory Paternity Pay (SPP). The notice must specify the length of leave to be taken and the date 
the employee wishes the leave to commence. 
 
If the employee wishes to change the start date, they must give 28 days’ notice, in writing if requested. 
 

4.3 Contractual Scheme 
 

To qualify, employees must: 
 

• Be the child’s father (or adopter) or the spouse or partner, same or opposite sex, of the child’s 
mother. 

• Have or expect to have responsibility for the child’s upbringing. 

• Have been continuously employed for at least 1 year, with one or more local authorities, by the 
beginning of the 11th week before the EWC or the end of the week they are notified of being 
matched with a child (if adopting from the UK); or from the date the child enters Great Britain (if 
adopting from overseas); and 

• Give proper notice and evidence to school of their intention to take contractual Paternity Leave. 
 

Employees eligible for the contractual scheme have the right to take up to two working weeks’ leave of absence 
with pay. It can be taken as circumstances dictate, either as a block or in days. The leave may be taken at any 
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time during the pregnancy and up to three months after child birth (or placement). If the employee chooses 
to take leave on the date of birth (or placement) and they are at work on that day, leave will begin the following 
day.   
 
The employee must notify his/her Head Teacher/Line Manager of intention to take leave as set out above. 
 
In the tragic circumstances of a still birth, which is defined as occurring after 24 weeks of pregnancy or of neo 
natal death, employees will be entitled to the same paternity leave and pay as if the pregnancy had reached 
full term. 
 

4.4 Paternity Pay  
 
If an employee is entitled to Statutory Paternity Pay and Leave, it will be paid at the weekly rate of Statutory 
Paternity Pay, or 90% of the employee’s weekly earnings, whichever is the lowest. 
 
If an employee is entitled to the contractual paternity scheme, it will be paid at the employee’s contractual 
rate of pay. 
 
If an employee who has met the above criterion has taken some paternity leave but then leaves the school’s 
employment before the beginning of the 11th week, and at the date of leaving, has less than one year’s 
continuous local government service then they will be required to repay the council the cost of the paternity 
pay received.  
 

4.5 Extended Paternity Leave 
 
Employees may take an extended period of paternity leave in the unfortunate event that the child’s mother 
(or adopter) who has taken leave for the child has died, before the child is one year old (or in the first year of 
placement). Extended paternity leave can last up to the child’s first birthday (or one year after the child’s 
placement). Employees may be entitled to Additional Statutory Paternity Pay which is paid during the 39 weeks 
that their partner would have received the relevant statutory pay. 

2. Parental Leave 
 

5.1 Introduction 
 
The right to parental leave is contained in the Maternity and Parental leave etc Regulations 1999, made under 
the Employment Rights Act, as amended by the Employment Relations Act 1999.  It offers qualifying parents 
the right to take a period of unpaid time off work to look after a child or to make arrangements for the child’s 
welfare.  Parents can also use it to spend more time with their children.   
 
Employees are entitled to a total of 18 weeks’ unpaid leave for each qualifying child.   Parental leave is for each 
child therefore if an employee has twins the leave is doubled.   The leave can be taken at any time up until the 
child’s 18th birthday. 

Parental leave should be taken in blocks of a week or multiples of a week, and should not be taken as "odd" 
days off, unless the employer agrees otherwise or the child is disabled. Employees cannot take off more than 
four weeks during a year per child. A week is based on an employees working pattern. 

 

5.2 Qualifying Conditions       
 
Parents (or adopters) of children under the age of 18 may have the right to parental leave. To qualify, 
employees must: 
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• Have one year’s continuous service; and 

• Be named on the child's birth or adoption certificate 

 
If employees are separated from the spouse or partner and don’t live with their child (or children) they 
maintain the right to parental leave if they keep formal parental responsibility for the child (or children). Foster 
parents do not have the right to parental leave but may be able to request a flexible working pattern (see 
separate guidance).  

5.3 Requests for Parental Leave 
 
Employees wishing to request a period of Parental Leave must give their Head Teacher/Line Manager at least 
21 days’ notice. This request should be put in writing stating the dates on which the leave is to begin and end. 
If an employee wishes to take parental leave straight after the birth or adoption of a child they should give 
notice 21 days before the beginning of the expected week of child birth or placement. In cases where this may 
not be possible, for example, if a child is born prematurely or where less than 21 days notice is given that a 
child is to be placed for adoption notice should be given as soon as possible. 
 
An employer can ask to see evidence to confirm that the employee is the parent or the person legally 
responsible for the child; evidence might take the form of information contained in the child’s birth certificate 
or adoption papers etc.   
 
An employer can postpone the leave for up to six months where the business (school) would be particularly 
disrupted if the leave was taken at the time requested but it cannot be postponed so that the leave ends after 
the child's 18th birthday  
 
However, the employer will notify the employee of the decision, including the reason for postponement and 
alternative dates during which the parental leave can be taken. 
 
An employee may elect to take a period of Parental Leave from the date of child birth or from the date of 
adoption, in which case the Employer cannot delay the date of the leave. The employee must give 21 days’ 
notice before the EWC, or 21 days before the week in which adoption placement is to occur, (following the 
guidance as per 6.1.9). 
 
If a woman wishes to take a period of Parental Leave immediately following her maternity leave, she should 
also ensure that she makes the request to the Head Teacher/Line Manager giving at least 21 days’ notice. 
 
 

5.4 Returning to Work 
 
At the end of Parental Leave period, the employee is entitled to return to the same job as before, if the leave 
was for a period of 4 weeks or less. The employee is also entitled to benefit from any improvements to the 
rate of pay (or other employment terms and conditions) which may have been introduced while he/she has 
been away. 
 
If the Parental Leave period was more than 4 weeks, the employee is entitled to return to the same job, or if 
it is not reasonably practicable, a similar job which has the same or better status, terms and conditions as the 
previous job. 
 
 
 

6. Shared Parental Leave 
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6.1 Introduction 
 
Shared Parental leave enables eligible mothers, fathers, partners and adopters to choose how to share time 
off work after their child is born or placed and applies to eligible parents of children born or adopted on or 
after 5 April 2015. This enables parents to share the leave with their partner, perhaps returning to work for 
part of the time and then resuming leave at a later date. The aim of Shared Parental Leave is to give parents 
greater flexibility in how they care for their child during the first year. Eligible parents will have the right 
to share up to 52 weeks leave to care for their child (minus the period that the mother has spent on 
maternity leave) and up to 37 weeks shared parental pay. Employees generate an entitlement to shared 
parental leave (SPL) if the mother brings her maternity leave to an end early. The balance of any leave and 
pay remaining becomes available to the parents as SPL, to be split between them as they choose.  
 
6.2 Employees will be eligible to take leave if they have a sufficient period of service and their partner 
satisfies the minimum employment and earnings criteria. 
 
6.3 Employees have to give 8 weeks notice of their intention to opt-in to SPL and of any subsequent 
request for leave. 
 
6.4 When a couple initially opt in, they are required to give a non-binding indication of how they are 
intending to take their SPL. 
 
6.5 Employees are entitled to give up to 3 notifications of SPL (or changes to SPL), unless the organisation 
is willing to allow more requests. 
 
6.6 SPL must be taken within 52 weeks of the child’s birth. 
 
6.7 20 “keeping in touch” days will be available to each parent during shared parental leave, in addition 
to maternity leave “keeping in touch days” .The right to return to the same job will apply to employees 
returning from any period of leave that includes maternity, paternity, adoption and SPL that totals 26 
weeks or less, even if the leave is taken in discontinuous blocks. 

For further information please see the Shared Parental Leave Policy. 
 
Adoption Leave and Pay  
 

7.1 Introduction 
 
Statutory Adoption Leave is available to parents to prepare for adoption or to care for a newly placed adoptive 
child. The adoptive leave facilities will normally apply to women employees. Male employees who are 
married/living with non-council employees will instead have applied the paternity leave entitlements and 
conditions.  

In recognition of the fact that single men may adopt children, the provisions for adoption leave will apply also 
to single male employees. 

The employee will be subject to all other entitlements and conditions of the appropriate maternity scheme (as 
in paragraph in 2.4), including the obligation to return to work for a minimum of three months in order to 
retain the adoptive leave pay. 

In cases where both parents are employed by the council, and assuming that both parents are eligible, the 
total leave entitlement (i.e. the post confinement leave aggregated with the two working weeks’ adoptive 
paternity leave) can be combined and shared between the two employees at their discretion.   
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7.2 Pre-Adoption Leave 
 
There is no statutory right to paid time off for pre-adoption leave. Employees who are adopters or partners of 
adopters would, in the first instance, be expected to arrange meetings and interviews outside of the working 
day or during school closure periods/annual leave. However, it is recognised that this is not always practical 
and as such, employees may apply for time off using school’s Leave of Absence Policy. 
 
Employees are asked to inform the Head Teacher as far in advance as possible, of the date and time of an 
appointment/meeting and the best estimate of the length of absence from work, including travelling time if 
significant. It would also be helpful in many cases if they could try to arrange appointments at the beginning 
or the end of the day, although schools recognise this may not always be possible. 
 
Employees must be prepared to show proof of appointment/meeting/interview.  
 
The time taken to attend such appointments within an employee’s working hours for that day (including 
reasonable travelling time) will be paid at the usual rate provided they have complied with the above 
requirements. 
 
If the employee is adopting a child from overseas, any visits to see the child pre-adoption should be taken 
during school closure periods or by using normal annual leave arrangements. Time off will only be granted in 
the above circumstances. 
 
 

7.3 Adoption Leave 
 
An employee adopting a child is to be allowed comparable leave and pay arrangements as applies to natural 
mothers. Accordingly, an employee who satisfies the full criteria and conditions of the maternity scheme 
specific to his/her conditions of service will be entitled to:   

 
a) All employees are entitled to ordinary adoption leave of 26 weeks duration. 
b) Employees who have 26 weeks’ continuous service ending with the week in which they 

are notified of being matched with a child for adoption are entitled to a further 26 weeks 
of additional adoption leave, a total of 52 weeks’ adoption leave.  

c) Both ordinary and additional adoption leave is to be taken in one block within a twelve 
month period from the date of placement unless otherwise agreed with the school. 

d) Be subject to all other entitlements and conditions of their maternity scheme. 
 
Adoption leave will begin on the placement date or up to 14 days before the placement date. Where 
employees choose to begin leave on the placement date and they are at work on that date, leave begins the 
following day. 
 
The employee will be required to notify school of his/her intention to take adoption leave. Correspondence 
must be sent from the adoption agency confirming the adoption/placement and the employee should inform 
their employer no more than seven days after the date of being told by the adoption agency that they have 
been matched with a child in writing, or as soon as is reasonably practicable, that they will be absent from 
work due to adoption and whether they intend to return to work. 
 
There is a requirement for employers to respond to an employee’s notification of his/her leave plans within 
28 days. An employer will need to write to the employee, setting out the date on which they are expected to 
return to work if the full entitlement to adoption leave is taken.  Adopters who intend to return to work at the 
end of their full adoption leave will not have to give any further notification to their employer and unless 
otherwise notified, Head Teachers/Line Managers should assume that the employee will be taking his/her full 
entitlement to adoption leave.    
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7.4 Adoption Pay  
 
Payments for employees who have less than one year’s continuous service at the beginning of the 11th week 
before the week of the baby/child’s placement shall be the employees’ entitlement to Statutory Adoption Pay 
(SAP). 
 
Statutory Adoption Pay will be paid for 39 weeks, or if earlier, until the date the employee returns to work, or 
for eight weeks after the end of the week the placement is disrupted. 
 
The contract of employment continues during Adoption Leave. The employee receives all contractual benefits 
during the full period of Adoption Leave.  
 
Employees are subject to all other entitlements and conditions of their appropriate Maternity Scheme, (as 
outlined in section 2.0) including the obligation to return to either his/her ‘job’ or local authority employment 
for a period of at least three months in order to retain the occupational pay element. 
 
An employee shall not be entitled to Statutory Adoption Pay (SAP) in the case of: 
 

• Private adoption (Private adoption refers to any adoption not arranged by an agency or 
organisation i.e. when the adoptive parents find a birth mother or baby or child privately). 

• The adoption of a step-child by a step-parent. 

• The adoption of a foster child by a foster parent. 

• Those who become parents through arrangements with a surrogate mother (except in accordance 
with the provisions set out in paragraph 5.6). 

 

7.5 Adoptive Paternity Leave and Pay 
 
Statutory Paternity Leave for Adoption is absence from work for the purpose of caring for a newly placed 
adoptive child or to support the main adopter. The Paternity Leave provisions set out in paragraph 4 will apply 
to employees who: 
 

• are adoptive fathers; 

• the spouse or partner of the main adopter; 

• will have responsibility for the child’s upbringing; 

• has been continuously employed for at least 26 weeks ending with the week the child’s adopter is 
notified of the match; 

• have given notice and evidence to their Head Teacher/Line Manager (as set out in paragraph 4.2). 

 

7.6 Surrogacy 
  
An employee who becomes a parent through surrogacy arrangements is not entitled to Statutory Adoption 
Leave and Pay. 
 
Employees will instead be entitled to unpaid parental leave upon becoming a parent (as detailed in paragraph 
6), providing that: 
 

• they intend to apply for a parental order when the child is living with them (where  one parent is 
genetically related) or adopt the child (where there is no genetic relationship); 

• they meet the qualifying conditions   
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The father of a child born through surrogacy arrangements (provided he is registered as the father) and fulfils 
eligibility criteria and provisions outlined in Paragraph 4, will be eligible to take paternity leave  
 
Female employees acting as surrogates are entitled to full maternity leave, pay and provisions as any other 
pregnant employee and outlined in paragraph 2.4 

8. Parental Bereavement Leave 
 

8.1 Entitlement 
 
From 6th April 2020, employed parents and adults with parental responsibility (including adopter, foster 
parents and guardians and kinship carers; close friends or relatives who have assumed responsibility for 
looking after a child in the absence of parents) who have suffered the loss of a child under the age of 18 will 
be entitled to two weeks’ paid bereavement leave.  
 
Employed parents who suffer a still birth after 24 weeks of pregnancy will also be entitled to paid 
bereavement leave (female employees will still be entitled up to 52 weeks of maternity leave and/or pay, as 
will a mother who losses a child after birth in line with section 3.4). 
 
Employees must have been employed for a continuous period of at least 26 weeks before the child’s death to 
be eligible for paid parental bereavement leave. 
 
All employees have a day one right to unpaid bereavement leave. 
 

8.2 Payment 
 
Employees who have at least 26 weeks continuous service prior to when the child dies and have received 
above the lower earnings limit for the previous eight weeks, are entitled to two weeks’ paid leave at the 
current statutory amount, or 90% of average weekly earnings where this is lower. 
 
Employees who have not been employed for a continuous period of at least 26 weeks are entitled to two 
weeks’ unpaid leave. 
 

8.3 Leave Arrangements 
The leave must be taken within 56 weeks of the date of the child’s death and can be taken in either a single 
block of two weeks or as separate blocks of one week. If an employee loses more than one child, they will be 
entitled to take a separate period of leave for each child. 
 
Under this new legislation employers will not be entitled to request a copy of the child’s death certificate. 

 

 

 

 

 

 

 

 

 

  

 

 



23 

 

• Appraisal Policy for School Staff 

 
 
Introduction ............................................................................................................................. 24 

Model Policy and Procedure ................................................................................................... 25 

Purpose ............................................................................................................................... 25 

Application of the policy ..................................................................................................... 25 

The Appraisal Period ........................................................................................................... 25 

Setting Objectives ............................................................................................................... 27 

Moderation ......................................................................................................................... 28 

Reviewing Performance ...................................................................................................... 28 

Training and Support ........................................................................................................... 29 

Feedback During the Appraisal Year ................................................................................... 29 

Annual Assessment ............................................................................................................. 29 

Appeals ................................................................................................................................ 30 

Confidentiality ..................................................................................................................... 31 

Retention of Statements ..................................................................................................... 31 

Staff Experiencing Difficulties During the Appraisal Cycle ...................................................... 32 

Meeting to Discuss Difficulties and Additional Support ..................................................... 32 

General Principles Underlying This Policy ............................................................................... 34 

Consistency of Treatment and Fairness .............................................................................. 34 

Sickness ............................................................................................................................... 34 

Grievances ........................................................................................................................... 34 

Confidentiality & Professional Relationships ...................................................................... 34 

Monitoring and Evaluation.................................................................................................. 34 

Retention ............................................................................................................................. 35 

 
 
 
 
 
 
 
  



24 

 

Introduction 
 
Revised appraisal arrangements came into force with effect from 1 September 2012. They are set out in the 
Education (School Teachers’ Appraisal) (England) Regulations 2012 (the Appraisal Regulations) which replace 
the Education (School Teacher Performance Management) (England) Regulations 2006 (the 2006 
Regulations). The 2006 Regulations continue to apply to any performance management cycle which were in 
progress on 1 September 2012, unless the Governing Body or local authority decides to end that cycle early 
and to begin a new appraisal period starting on or after that date.  
 
The Appraisal Regulations set out the principles that apply to teachers in all maintained schools and 
unattached teachers employed by a local authority, in each case where they are employed for one term or 
more. They retain the key elements of the 2006 Regulations but allow schools more freedom to design 
arrangements to suit their own individual circumstances. They provide the minimum national framework 
within which schools should operate and say nothing, or very little, on many subjects on which the 2006 
Regulations made detailed provision. If they wish, schools may include in their own policies details that are 
no longer covered by the Appraisal Regulations.  
 
Schools and local authorities must stay within the legal framework set out in the Appraisal Regulations and in 
other relevant legislation that affects all employers (for example legislation on equality, employment 
protection and data protection).  
 
Schools and local authorities must have an appraisal policy for teachers and a policy, covering all staff, which 
deals with lack of capability.  
 
The model policy covers appraisal and should be used as a reference point by schools and others as they 
review their policies to reflect the Appraisal Regulations. 
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Policy and Procedure 
 
The Governing Body of Sandy Lane Primary School) adopted this policy and procedure on 15.07.2021 after 
consultations with the recognised trade unions. 
It will review it (insert date or number of years)  
 
Appraisal in this school will be a supportive and developmental process designed to ensure that all staff have 
the skills and support they need to carry out their role effectively. It will help to ensure that staff are able to 
continue to improve their professional practice and to develop in their professional roles.  
 
The Governing Body is committed to ensuring consistency of treatment and fairness in the operation of 
performance management. 
 

Purpose  
 
The Governing Body believes that the school can only be fully effective in delivering a service to pupils and 
the community if it has well trained, motivated, committed and competent staff. 
 
In support of these aims this policy and procedure sets out the framework for a clear and consistent 
assessment of the overall performance of support staff and teachers, including the Headteacher, and for 
supporting their development within the context of the school’s plan for improving educational provision 
and performance, and the standards expected of teachers and other occupational groups.  In the case of 
support staff, these members of staff will be assessed against the relevant job description for their post in 
school and the context in which they work in school.   
 
It also sets out the arrangements that will apply when staff are experiencing difficulties in meeting the 
standards that are expected of them.    
 
The appraisal procedure will be used also to address any concerns that are raised about a member of staff’s 
performance.   
 
Where teachers are eligible for pay progression, the assessment of performance throughout the cycle, 
against the performance criteria specified in the statement, will be the basis on which the recommendation 
is made by the appraiser. 
 

Application of the policy  
 
This policy applies to the Headteacher and other members of the Leadership Team, to teachers and to all 
other staff employed by the school, except those on contracts of less than one term, those undergoing 
induction (i.e. NQTs) and those who are subject to capability procedures.  
 

The Appraisal Period  
 
The appraisal period will run for twelve months, normally from 1 September to 31 August. 
 
Staff 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.  
 
There is flexibility to have a longer or shorter appraisal period when the staff member begins or ends 
employment with a school or local authority or when unattached teachers change post within the same 
authority.   Where a teacher starts their employment at the school part-way through a cycle, the 
Headteacher or, in the case where the employee is the head teacher, the Governing Body shall determine 
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the length of the first cycle for that teacher, with a view to bringing his/her cycle into line with the cycle for 
other teachers as soon as possible. The appropriate manager will inform the staff member of the 
arrangement where this applies. 
 
Appointing Appraisers  
 
The role of the Appraiser in school will involve the managing of all aspects of the Appraisal Cycle for the 
members of staff for which they are responsible.  This will include where appropriate, pay progression 
recommendations being made to the relevant school leader. 
As part of their role, the Appraiser at the start of the appraisal review period will complete a planning 
statement for each member of staff.  Schools should create their own planning statements which should 
include the following information; 

1. The number of formal lesson observations to take place within the appraisal cycle. 
2. The duration of the formal lesson observations to take place within the appraisal cycle. 
3. The person that will act as the member of staff’s appraiser during the appraisal cycle. 
4. The focus of the observations over the appraisal cycle. 
5. When during the appraisal cycle the observations will take place. 
6. The objectives which the member of staff will work towards achieving over the appraisal period. 
7. The support/training that will be in place over the appraisal cycle for the member of staff to help 

them to develop and achieve their objectives. 
 
For Headteachers 
 
The task of appraising the Headteacher, including the setting of objectives, will be delegated to sub-
Committee consisting of a minimum of two and a maximum of three members of the Governing Body.  The 
nomination of the Governor Appraisers will be approved and minuted by a quorate meeting of the whole 
Governing Body.  
 
Where a Headteacher is of the opinion that any of the governors appointed by the Governing Body is 
unsuitable to act as his/her appraiser, s/he may submit a written request for that governor to be replaced, 
stating the reasons for the request.  A quorate meeting of the Governing Body will decide on the matter.  
 
The process of appraising the Headteacher will be supported by a suitably skilled and/or experienced 
external adviser who has been appointed by the Governing Body for that purpose.  
 
For Teachers 
 
All appraisers of teachers, other than those appraising Headteachers, will be teachers who have qualified 
teacher status, will be suitably trained and, preferably, will have current or recent teaching experience. The 
Headteacher will appraise members of the school’s Leadership Team and will decide who will appraise other 
teachers and staff.  
 
Where a staff member has an objection to the Headteachers’ choice, their concerns will be carefully 
considered by the Headteacher and, where both possible and appropriate, an alternative appraiser will be 
offered.  
 
Where it becomes apparent that the appraiser appointed by the head teacher will be absent for the majority 
of the appraisal cycle, the head teacher may perform those duties herself/himself or delegate those duties to 
another teacher for the duration of that absence. 
 
For all other staff 
 
The appraiser of all other staff will be an appropriate manager, as determined by the Headteacher. 
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For staff experiencing difficulties 
 
Where a staff member is experiencing difficulties and the Headteacher is not the appraiser, the Headteacher 
may undertake the role of appraiser or delegate this role to a Deputy Headteacher.  (See also section on Staff 
Experiencing Difficulties). 
 

Setting Objectives 
 
The Headteachers’ objectives will be set by the Governor Appraisers appointed by the Governing Body after 
consultation with the Headteacher and the external adviser.  
 
Objectives for each member of staff will be set before, or as soon as practicable after, the start of each 
appraisal period and unless there are exceptional circumstances (e.g. maternity/paternity leave or sickness 
absence), no later than the end of October. The objectives set for each member of staff, will be:  
 
Specific, Measurable, Achievable, Realistic and Time-bound 
 
and will be appropriate to the staff member’s role and level of experience.  
 
The appraiser and the staff member will seek to agree the objectives but, if that is not possible, the appraiser 
will determine the objectives. Objectives may be revised if circumstances change.  Should the objectives not 
be agreed, the final decision on allocation of objectives rests with the Headteacher. 
 
The objectives set for each staff member including the Headteacher will, if achieved, contribute to the 
efficient management of the school and its plans for improving the school’s educational provision and 
performance and improving the education of pupils at that school. This will be ensured by quality assuring all 
objectives against the school improvement plan and the school’s organisational needs.  Well designed 
objectives should also take into account the professional aspirations of the staff member and will have 
regard to the time available to fulfil the objectives and his or her well-being and work/life balance. 
 
The agreed objectives will contain a description of what success may look like.   Where use of numerical 
targets is appropriate, these will be reasonable, in the circumstances in which the staff member works and it 
will be recognised that factors outside the staff member’s control may significantly affect success. 
 
Setting too many objectives, or, for example, using sub-targets, can lead to staff experiencing unreasonable 
workload and pressure, making the objectives more difficult to achieve.  Therefore, other than in exceptional 
circumstances, no staff member will normally be given more than three objectives but the number of targets 
may vary between staff members taking account of the difficulty and/or complexity the targets set. 
 
The appraiser will take into account the effects of an individual’s circumstances, including any disability, 
when agreeing objectives.  For example, this might include a reasonable adjustment to allow an individual 
slightly longer to complete a task than might otherwise be the case. When staff return from a period of 
extended absence, objectives may be adjusted to allow them to readjust to their working environment. 
 
The performance management cycle is annual, but on occasions it may be appropriate to set objectives that 
will cover a period over more than one cycle. In such cases, the basis on which the progress being made 
towards meeting the performance criteria for the objective will be assessed at the end of the first cycle and 
will be recorded in the planning and review statement at the beginning of the cycle. 
 
Before, or as soon as practicable after, the start of each appraisal period, each staff member will be informed 
of the standards against which performance in that appraisal period will be assessed.  Teachers will be 
assessed against the appropriate set of standards contained in the document “Teachers’ Standards” 
published in July 2011 and progress towards set objectives.   At the end of the appraisal cycle, providing the 
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teacher has proved competent in the relevant teacher standards and made good progress towards set 
objectives, then the performance management cycle will be deemed to be a successful one unless clear, 
compelling evidence to the contrary is provided and any concerns have been raised, in writing, at the time 
with the teacher and appropriate support has been identified and provided.  The Headteacher or Governing 
Body (as appropriate) will need to consider whether certain teachers should be assessed against other sets of 
standards published by the Secretary of State or other body that are relevant to them.  For QTLS holders, 
that may include the overarching professional standards for teachers in the lifelong learning sector, held by 
the Learning and Skills Improvement Service. 
 

Moderation 
 
The school will operate a system of moderation to ensure that all appraisers are working to the same 
standards. The Headteacher will be responsible for ensuring that targets are moderated across the school to 
ensure that they are consistent between staff with similar experience and levels of responsibility. 
Additionally, the Headteacher will ensure that all appraisal processes comply with the school’s performance 
management policy, the relevant regulations and the requirements of equality legislation. 
 
All appraisers will be provided with training to enable them to discharge all aspects of their role 
appropriately and effectively, including the conduct of performance management reviews, objective setting, 
classroom observation, and providing quality feedback to appraisees. 
 
The Governing Body will review the quality assurance processes when the performance policy is reviewed. 
  

Reviewing Performance 
 
Performance will be reviewed on an on-going basis, evaluating information from a range of sources and not 
just the appraisal meetings.  
 
Observation  
 
For teachers and other staff working with children, this school believes that observation of classroom 
practice and other associated responsibilities is important both as a way of assessing performance in order to 
identify any particular strengths and areas for development they may have and also to gain useful 
information which can inform school improvement more generally. All observations will be carried out in a 
supportive fashion.  
 
Schools may like to be more specific here about how observations will be conducted. An example lesson 
protocol is included as an appendix of this policy 
 
In this school, teachers’ performance will be observed on an appropriate and reasonable number of 
occasions but the amount and type of classroom observation will depend on the individual circumstances of 
the teacher and the overall needs of the school. Observations should not normally exceed 3 hours per 
academic year.  Classroom observation will be carried out by those with QTS. In addition to formal 
observation, Headteachers or other leaders with responsibility for teaching standards may “drop in” in order 
to evaluate the standards of teaching and to check that high standards of professional performance are 
established and maintained. The length and frequency of “drop in” or other observations, and the notice to 
be given, may vary depending on specific circumstances but will be in accordance with the school’s 
classroom observation and drop-in policy. 
 
In the observation process, account will be taken of any particular factors which might affect performance on 
that day. 
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Teachers (including the Headteacher) and other staff who have responsibilities outside the classroom should 
also expect to have their performance of those responsibilities observed and assessed.  
 

Training and Support 
  
Appraisal is a supportive process which will be used to inform continuing professional development. All staff 
will be encouraged to learn and develop so that they can perform their roles to a high standard and the 
appraisal process will play an important part in this process. The school wishes to encourage a culture in 
which all teachers and other staff take responsibility for improving their practise through appropriate 
professional development, through peer observation for example.   
 
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 ensure in the budget planning that, as far as possible, 
resources are made available in the school budget for appropriate training, and support agreed for 
appraisees, maintaining access on an equitable basis. 
 
An account of the training and development needs of staff including the instances where it did not prove 
possible to provide any agreed CPD, will form a part of the Headteachers annual report to the Governing 
Body about the operation of the appraisal process in the school. 
 
With regard to the provision of CPD, in the case of competing demands on the school budget, a decision on 
relative priority will be taken with regard to the extent to which: 
 

• the training and support will help the school to achieve its priorities; and 
 

• the CPD identified is essential for an appraisee to meet their objectives. 
 
Account will be taken in a review meeting of where it has not been possible for staff members to fully meet 
their performance criteria because the support recorded in the planning statement has not been provided. 
 
Professional development will be linked to school improvement priorities and to the ongoing professional 
development needs and priorities of individual teachers and other staff.  
 

Feedback During the Appraisal Year 
 
Staff will receive feedback on their performance throughout the year and as soon as practicable after 
observations have taken place or other evidence has come to light. Where matters require discussion with 
the staff member there is no reason why this must wait until the next appraisal review meeting. The 
feedback will be constructive and will highlight particular areas of strength as well as any areas that need 
attention and what needs to be done to develop areas of weakness.  
 

Annual Assessment  
 
Each staff member's performance will be formally assessed in respect of each appraisal period and, in the 
case of assessing the performance of the Headteacher, the Governing Body’s delegated sub-Committee 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 as and 
when necessary, but does not preclude the need for ongoing dialogue with members of staff throughout the 
year. 
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The staff member will receive a written appraisal report as soon as practicable following the end of each 
appraisal period, and have the opportunity to comment in writing on it. In this school, staff members will 
receive their written appraisal reports by 31 October (31 December for the Headteacher), or by the end of 
the term in which the annual assessment was completed.  The appraisal report will be drawn up in discussion 
with both the appraiser and appraisee and will include:  
 

• details of the staff member’s objectives for the appraisal period in question;  
 

• an assessment of the staff member’s performance of their role and responsibilities against their 
objectives, in the context of the relevant standards;  

 

• an assessment of the staff member’s training and development needs and identification of any 
action that should be taken to address them;  

 

• a recommendation on pay where that is relevant for staff covered by teachers’ conditions of service 
 
NB  To move up the main pay range, teachers will need to show that they have been judged as having a 
successful performance appraisal. This will include competency in the Teachers’ Standards and good progress 
towards set objectives. Where a teacher has had exceptional performance during the appraisal period, the 
Governing Body will consider using its discretion to award enhanced pay progression. However where the 
appraisal process has raised concerns about performance, which have been shared with the teacher in writing 
at the time, and these have not been sufficiently addressed, the performance appraisal will be judged as 
unsuccessful and no pay progression will be awarded.  Where an individual has been unable to achieve a 
successful appraisal cycle and the reasons for this are beyond the control of the member of staff, or there 
have been extenuating circumstances, the governing body has the discretion to award an increment if they so 
wish. 
 
Pay recommendations need to be made by 31 December for Headteachers and by 31 October for other 
teachers 
 
The assessment of performance and of training and development needs will inform the planning process for 
the following appraisal period.  
 

Appeals 
 
Staff will have the right to comment on the appraisal report and through discussion the need to appeal may 
be avoided. 
 
Appraisees have a right of appeal against any of the entries in the written appraisal report.   Details of the 
appeals process are available from the Headteacher or from the school Governing Body.  The first line of 
appeal will be by making representations at a meeting with the appraiser or the Governing Body sub-
committee in the case of the Headteacher. If the matter is still unresolved after this stage the matter will be 
heard by the Appeals Committee of the Governing Body using the school’s grievance procedures.  
 
Where the Headteacher has not been recommended for pay progression he/she will be informed by the 
appropriate governor. The Headteacher will notify any staff member who has not been recommended for 
pay progression of the date when the Governing Body meets to consider pay recommendations, following 
which the teacher (and Headteacher when the head has not been recommend for pay progression) may 
exercise the right of appeal, assisted by a companion who may be a colleague, a trade union official or a 
trade union representative.   Appeals on matters relating to pay progression will be dealt with under the 
procedure set out in the school’s pay policy. 
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Confidentiality 
 
The whole performance management process and the statements generated under it, in particular, will be 
treated with strict confidentiality at all times. Only the appraisees’ line manager or, where he or she has 
more than one, each of his or her line managers, will be provided with access to the appraisees’ plan 
recorded in his or her statement, upon request, where this is necessary to enable the line manager to 
discharge his or her line management responsibilities. Appraisees will be told who has requested and who 
has been granted access.  
 

Retention of Statements 
 
Performance management planning and review statements will be retained for a minimum period of six 
years. 
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Staff Experiencing Difficulties During the Appraisal Cycle 
 
The approach taken with the appraisal cycle is to encourage staff to develop their skills and expertise. Whilst 
it is perfectly normal for progress through the appraisal cycle to be monitored and additional support 
provided where necessary, occasionally a staff member may be identified as having particular difficulties in 
achieving a satisfactory standard of performance.   
 

Meeting to Discuss Difficulties and Additional Support 
 
If an appraiser identifies through the appraisal process that the staff member is experiencing difficulties in 
reaching the expected standard of performance, and that the use of capability procedures could be 
necessary if the situation is not rectified, a meeting will be arranged to discuss the situation. Concerns may 
arise through appraisal monitoring, observations of performance or via other sources of information (for 
example parental complaints).   
 
At least 5 working days’ notice of the meeting will be given and the staff member will be informed that 
he/she has the right to be assisted by a representative of an independent trade union or workplace colleague 
at the meeting. 
 
The meeting will be conducted by the appraiser, the Headteacher, or a member of the leadership team.  The 
purpose of the meeting will be to: 
 

• give clear feedback about the nature and seriousness of the concerns;  
 

• give the opportunity to comment and discuss the concerns; 
  
Possible Outcomes of this Discussion 
 

• it is agreed that the concerns do not merit special support over and above the normal arrangements 
for all staff and that normal appraisal arrangements should continue 

 
or 
 

• it is decided that special support under an Action Plan would be beneficial 
 
and 
 

• in all cases the staff member will be advised that the school’s capability procedure may be used if 
under-performance continues and that the aim was to avoid such an eventuality. 

 
 
 
Preparing the Action Plan 
 

• discuss targets for improvement; 
 

• agree an Action Plan in consultation with the staff member, which includes any possible forms of 
support (e.g. coaching, training, in-class or on the job support, mentoring, structured observations, 
opportunities to observe outstanding practitioners and discussions with outside experts), that will be 
provided to help address those specific concerns;  

 

• make clear how, and by when, the appraiser will review progress and set dates for Review Meetings 
(see flow-chart). 
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• It may be appropriate during the process to revise objectives, and it will be necessary to allow 
sufficient time for improvement. The amount of time is up to the school but should reflect the 
seriousness of the concerns: 

 

• explain the implications and process if no, or insufficient, improvement is made, including the 
possible use of capability procedures; 

 

• where it is apparent that a staff member’s personal circumstances or health are contributing to the 
difficulties at school, appropriate support including access to occupational health, will be offered as 
soon as possible, without waiting for the formal annual assessment. 

 

• date for a final review meeting should be set reflecting the time allowed for improvement and that 
the outcome of this meeting could result in: 

 

• the staff member has improved performance so that this is no longer a concern; or 
 

• continued support where good progress towards improvement is being made; or 
 

• the use of capability procedures is considered. 
 

• The outcome of the meeting will be confirmed in writing including details of the Action Plan, the 
expected standards of performance and the timescale for improvement.  

 
When dealing with a staff member experiencing difficulties, the objective is to provide support and guidance 
through the appraisal process in such a way that the staff member’s performance improves and the problem 
is, therefore, resolved and the use of capability procedures becomes unnecessary.  
 
The staff member also has a responsibility to engage with the support programme and to discuss with the 
appropriate manager any other forms that may be of assistance. 
 
If sufficient progress is made such that the staff member is performing at a level that indicates there is no 
longer a possibility of capability procedures being invoked then he or she should be informed of this at a 
formal meeting with the appraiser or Headteacher and confirmed in writing.  Following this meeting the 
appraisal process will continue as normal.   
 
Where concerns about the staff member’s progress persist, he or she will continue to be monitored as part 
of the appraisal process and a reasonable time given for their performance to improve.  The amount of time 
allowed for improvement will depend upon the circumstances with appropriate support as agreed in the 
Action Plan, in order that the aim of recovering and improving performance can be achieved. During this 
monitoring period the staff member will be given regular feedback on progress and arrangements will be 
made to modify the support programme if appropriate. 
 
NB A decision not to award a pay increment should not be made unless concerns about standards of 
performance have been raised in writing and discussed with the teacher as part of the normal appraisal cycle 
and also where the concerns raised have not been sufficiently addressed through appropriate support 
provided by the school. 
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General Principles Underlying This Policy 
 

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. 
 

Sickness 
 
If long term sickness absence appears to have been triggered by the commencement of the appraisal 
monitoring or a formal capability procedure, the case will be dealt with in accordance with the school’s 
absence policy and will normally be referred to the occupational health service to assess the member of 
staff’s health and fitness for continued employment and the appropriateness or otherwise of continuing with 
monitoring or formal procedures.  In some cases it may be appropriate for formal procedures to continue 
during a period of sickness absence.  However, the views of the occupational health physician will always be 
taken into account before a decision is reached. 
  

Grievances 
  
Where a member of staff raises a grievance during the appraisal process, the process may be temporarily 
suspended in order to deal with the grievance.   
 

Confidentiality & Professional Relationships 
 
The appraisal processes will be treated with confidentiality.  Only the appraiser’s line manager or, where he 
or she had more than one, each of his or her line managers will be provided with access to the appraisees’ 
plan recorded in his or her statements.  This will be done upon request and only where this is necessary to 
enable the line manager to discharge his or her line management responsibilities.  Appraisees will be 
consulted on requests for access to statements in the context of this policy. 
 
The process of gathering evidence for performance review will not compromise normal professional 
relationships between staff.  The governing body recognises that the appraiser will consult with, and seek to 
secure the agreement of, the appraisee before seeking information from other colleagues about his or her 
work.   
 
However, the desire for confidentiality does not override the need for the Headteacher and governing body 
to quality-assure the operation and effectiveness of the appraisal system. The Headteacher or appropriate 
colleague might, for example, review all staff members’ objectives and written appraisal records personally – 
to check consistency of approach and expectation between different appraisers. The Headteacher might also 
wish to be aware of any pay recommendations that have been made. 
 

Monitoring and Evaluation 
 
The governing body and Headteacher will monitor the operation and effectiveness of the school’s appraisal 
arrangements. 
  
The Headteacher will provide the governing body with a written report on the operation of the school’s 
appraisal and capability policies annually.  The report will not identify any individual by name.  The report will 
include an assessment of the impact of these policies on: 
  

• Race 

• Sex 

• Sexual Orientation 
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• Disability 

• Religion and 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. 
 

Retention 
 
The governing body and Headteacher will ensure that all written appraisal records are retained in a secure 
place for six years and then destroyed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



36 

 

• CONTINUING PROFESSIONAL DEVELOPMENT 
 
 

Section  
 

1.0 

 
 

Principles, Values and Entitlements 

  
2.0 

 
Leadership and Management of CPD 

  
3.0 

 
Planning for CPD 

  
4.0 

 
Supporting a Range of CPD Activities 

  
5.0 

 
Assessing the Impact of CPD 



37 

 

1.0 Principles, Values and Entitlements 
 

1.1 Sandy Lane Primary School believes that all staff should be involved in a 
continuing process of improvement. The school is committed to fostering a 
positive ethos of continuous learning. Continuing Professional Development 
(CPD) is the means by which a school is able to motivate and develop its staff 
community. This development takes place at a number of levels: individual, 
team, whole school and through wider networks. CPD supports and reflects the 
ethos, values 
and vision of the school. 

 
1.2 Sandy Lane Primary School believes that a carefully planned programme of 

CPD improves standards, raises morale and assists with recruitment, 
retention and succession planning. 

 
1.3 All those involved in the school community shall have an entitlement to 

equality of access to high-quality induction and continuing development. 

 
1.4 The school will have effective measures in place to audit the professional 

and personal needs of staff and link to the appraisal system. 
 

1.5 The focus of CPD will be on improving standards and the quality of teaching and 
learning. The school will ensure that mechanisms are in place to disseminate 
good and better practice in CPD that supports and improves teaching and 
learning. 

 
1.6 CPD planning will be integrated with our School Development Plan and based 

on priorities identified through self-evaluation. 
 

1.7 All forms of professional development will be based on the following principles: 
 

• all staff should be encouraged to develop their knowledge, skills, 
understanding and attitudes to enhance their professional work; 

 

• all staff will have regular opportunities to discuss their development needs 
and professional aspirations; 

 

• all staff have a responsibility to participate in school focused CPD and 
personal career development. 

 
1.8 The school will use a range of providers/types of provision and endeavour to 

source the provision of CPD according the best value. Quality Assurance 
mechanisms ensure that the school accesses provision of a consistently high 
standard. 

 
1.9 The school will support professional recognition, including accreditation of the 

CPD undertaken. 
 

 
2.0 Leadership and Management of CPD 

 

2.1 The school will have a named CPD leader, who will have responsibility for the 
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leadership and management of CPD. At Sandy Lane Primary School the CPD Leader 
is the Head of School, Fiona Newsome. She will work in conjunction with the 
Teaching & Learning Leader Claire Dunsire.  The CPD leader will have access to 
appropriate support and training in order to fulfil their role effectively. 

 
2.2 The CPD leader will be responsible for collating the CPD needs of the school 

and the staff. 
 

2.3 The CPD leader’s main responsibilities will be to: 
 

• Keep up to date with CPD developments locally and nationally; 

 

• Promote CPD as a central element of performance management and 
school improvement; 

 

• Provide details on the range of CPD opportunities and disseminate 
information to the appropriate staff; 

 

• Maintain and develop links with sources of CPD. Ensure procedures 
for accessing information on CPD are available to all; 

 

• Quality assure providers; 
 

• Identify the school’s CPD needs through mechanisms such as: school self- 
evaluation, analysis of appraisal targets, local/national priorities, 
internal/external monitoring, informal/formal discussions with individuals and 
teams; 

 

• Discuss with the Executive headteacher and governing body the main CPD 
priorities and the budgetary implications; 

 

• Report to the governing body on the provision and impact of CPD; 
 

• Ensure whether any follow up is needed to the training, e.g. feedback 
to the provider and be responsible for any such actions; 

 

• Provide guidance to colleagues on the most effective procedures 
for disseminating information following professional development 
training; 

 

• Regularly and accurately update records of the training undertaken by 
colleagues, and advise the appropriate bodies where there are issues of 
equality of access and involvement. 

 
 
 
 

3.0 Planning for CPD 
 

3.1 The school arrangements for CPD need to balance the judicious use of resources 
with the range of aspirations and interests within staff. The following criteria 
will be used to inform the decision making process to achieve such a balance. 
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CPD opportunities will be rated more highly when they: 
 

• meet identified individual, school or national development priorities; 

• are based on good practice – in development activity and in teaching 
and learning; 

• help raise standards of pupils’ achievements; 

• respect cultural diversity; 

• are provided by those with the necessary experience, expertise and skills; 

• are planned systematically and follow the agreed programme except 
when dealing with emerging issues; 

• are based, where appropriate, on relevant standards; 

• are based on current research and inspection evidence; 

• make effective use of resources; 

• are provided in accommodation which is fit for purpose with 
appropriate equipment; 

• provide value for money; 

• have effective monitoring and evaluation systems, including seeking out 
and acting on user feedback to inform the quality of provision. 

 
Supporting a Range of CPD Activities 

 
The school will support a wide portfolio of CPD approaches in an effort to 
match preferred learning styles of staff and to maximise the impact on 
teaching and learning within the school. These CPD approaches may include: 

 

• attendance at a course or conference; 

• in-school training using the expertise available within the school, e.g. team 
teaching, coaching/mentoring, skills in classroom observation, sharing 
existing expertise; 

• school-based work through accessing an external consultant/adviser or 
relevant expert such as an advanced skills/SLE or lead teacher; 

• school visit to observe or participate in good and successful practice, e.g. 
visit to a school or subject area with similar circumstances, a teaching 
school; 

• secondments, e.g. with a regional or national organisation, an exchange 
or placement, e.g. with another teacher, school, higher education, 
industry, international exchange, involvement with governing body; 

• shadowing opportunities to observe experienced colleagues in another setting; 

• opportunities to participate in award bearing work from higher education or 
other providers such as the National College for the Leadership of Schools and 
Children’s Centre; 

• research opportunities; 

• distance learning, e.g. relevant resources, training videos, reflection, simulation; 

• practical experience, e.g. national test or exam marking experience, 

opportunities to present a paper, contribute to a training programme, co-

ordinate or support a learning forum or network, become involved in local 

and national networks; 

• job enrichment/enlargement, e.g. a higher level of responsibility; front lining 
working in someone else’s job, job sharing, acting roles, job rotation, 
shadowing; 
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• producing documentation or resources such as a personal development 

plan, teaching materials, assessment package, ICT or video programme; 

• coaching and mentoring – receiving or acting in these roles, acting 

as or receiving the support of a critical friend, team building activity; 

• partnerships, e.g. with a colleague, group, subject, phase, activity or 

school- based; team meetings and activities such as joint planning, 

observation or standardisation, special project working group, 

involvement in School Improvement Partnership Network, Network 

Learning Community. 

• creating an improved learning environment within the school. 

 

Assessing the Impact of CPD 

 

o The CPD leader will report at each meeting of the Resources Committee 

of the  governing body an assessment on the benefits of CPD undertaken 

(and planned), especially as it relates to: 

 

o pupil and school attainment; 

o improved teaching and learning; 

o increased pupil understanding and enthusiasm; 

o increased staff confidence; 

o increased evidence of reflective practice; 

o recruitment, retention and career progression/promotable staff. 
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Governing Body Statement   
 
This policy applies to all staff employed within the school. 
 
The Governing Body is committed to ensuring that the employment arrangements in this school meet 
the highest standards of fairness and statutory entitlements in employment.  We seek to build a 
workplace environment where colleagues are treated fairly and can work with dignity and respect.   
 

Purpose of the procedure 
 
The purpose of the Grievance Procedure is to address employee complaints or cases of conflict in the 
workplace quickly and effectively. Workplace conflict impacts on employee relationships, motivation 
and wellbeing within the workforce which has a negative impact to both employees and the school 
environment. 
 
Every effort should be made to resolve the grievance as soon as possible at Stage 1 (informal stage) of 
the procedure with the least possible formality if the nature and circumstances of the grievance allows 
for this. 
 
All employees have a responsibility to address and resolve grievances within the workplace with the aim 
of restoring positive working relationships. 
 
This procedure is compliant with the ACAS Code of Practice on Discipline and Grievance. 
 
NB Where a complaint is received from a parent in relation to the actions of a school employee, the 
Schools Parental Complaints Procedure should be used in the first instance 
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General Principles  
 
1.1 This procedure applies to all staff employed in the school in respect of whom the responsibility 

for seeking redress of any complaint (except those matters which are subject to separate 
procedures e.g. flexible working) is under the control of the Governing Body under the School 
Standards and Framework Act 1998, as amended from time to time.   

 
1.2 Complaints made under this procedure should be made within 30 working days of the last 

action complained of.  Where there are medical reasons for a delay in making the complaint the 
30 day period may be extended where it is reasonable to do so 

 
1.3 If a grievance is lodged outside the time specified the employee will have no right to proceed 

through the formal procedure unless the School decides at its discretion that there are 
exceptional circumstances for the delay in lodging the grievance. 

 
1.4 Employees should only raise grievances in good faith and where they do so, they should not be 

subjected to any detrimental treatment as a result of raising the grievance. 
 
1.5 There is no intention to deter any genuine grievance being raised, but the Procedure must not 

be used inappropriately. When a grievance is apparently vexatious, malicious or misconceived 
or when grievances repeat or duplicate complaints which have already been raised and /or 
resolved or where an employee has refused to co-operate with the requirements of this 
Procedure then the Headteacher should seek further advice from their Human Resources 
Business Partner. Any decision to exclude a grievance or part of a grievance will be notified to 
the employee in writing stating the reasons. When an employee makes allegations other than in 
good faith or which are reasonably believed to be false, or amount to harassment of another 
employee, the school may decide to invoke the school’s disciplinary procedure. 

 
1.6 The raising of a grievance under this Procedure will not necessarily delay the operation of any 

stage of any other procedure. If an employee wishes to raise a grievance relating to the 
application of the Disciplinary, Capability or other procedure, the grievance will be considered 
and a decision will be made by the Headteacher/Chair of Governors or case manager as to the 
order in which each matter proceeds under the relevant procedure or whether all issues should 
be dealt with concurrently. 

 
1.7 The employee must make all attempts to resolve the grievance at the earliest opportunity with 

their line manager at the informal stage 1 of the procedure. 
 
1.8 When raising a grievance employees should state what they are seeking as a preferred outcome 

or remedy to the grievance. This provides a framework for discussion and clarity about remedies 
available under the procedure.  

 
1.9 Issues that may cause grievances include: 
 

• Terms and conditions of employment 

• Health and safety 

• Work relations 

• Bullying/ harassment or discrimination * 

• New working practices 

• Working environment 

• Organisational change; 
 
1.10 *Discrimination may be characterised as: 
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Any less favourable treatment or victimisation of an employee which is unlawful under the 
Equalities Act 2010 and other legislation, including the following: 

 

• Gender  

• Race  

• Disability  

• Sexual orientation  

• Trans-gender Status 

• Religion or belief  

• Age  

• Membership or non-membership of a trade union or involvement in  trade union 
activities 

• Status as an ex-offender 

• Status as a part-time worker 

• Or fixed-term  
 
1.11 *Bullying and harassment can be characterised as: 
 
ACAS states that most people use the terms bullying and harassment interchangeably, however, ACAS 
provides the following definitions: 
 
Bullying is: 
“Offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power through means 
intended to undermine, humiliate, denigrate or injure the recipient”. 
 
Harassment is: 
“Unwanted conduct affecting the dignity of men and women in the workplace. It may be related to age, 
sex, race, disability, religion, sexual orientation, nationality or any personal characteristic of the 
individual, and may be persistent or an isolated incident. The key is that the actions or comments are 
viewed as demeaning and unacceptable to the recipient”. 
 
“Bullying or harassment may be by an individual against an individual (perhaps by someone in a position 
of authority such as a manager or supervisor) or involve groups of people. It may be obvious or it may be 
insidious. Whatever form it takes, it is unwarranted and unwelcome to the individual”. 

Responsibilities under this Procedure 
 

Management 
 
2.1 Managers should be aware that in law an employer may be held responsible for the actions of 

its employees regardless of whether or not they are aware of those actions.  It is therefore 
essential that the school takes appropriate measures to ensure that bullying, harassment, or 
discrimination do not occur.  All meetings and proceedings should be confidential. 

 
2.2 It is the responsibility of the school’s management to: 

 

• Make all members of staff aware of the policy and ensure their compliance. 
 

• Deal with all issues in a timely, serious and sensitive manner. 
 

• Maintain confidentiality when dealing with cases and ensure that a written record is kept of 
all informal and formal meetings and discussions. 
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• Make every effort to resolve complaints informally by discussion between the individual 
member of staff and the appropriate level of management; the resolution of employee 
complaints should form part of everyday informal managerial action. 

 

• In considering evidence relating to a complaint the management representative will apply 
the “balance of probabilities” standard proof. 

 

Individual members of staff 
 
2.3 Each individual is responsible for their own actions whilst at work. It is the responsibility of all 

employees to:  
 

• Be mindful of their own behaviour and treat others with dignity and respect. 

• Try to resolve problems informally by discussion with colleagues and/or management. 

• Report incidents of harassment or bullying either personally experienced or witnessed, 
immediately to the appropriate line manager. 

• Where possible make written notes (this is advisable and should include dates and 
names of any witnesses etc) of incidents, harassment or bullying experienced or 
witnessed. 

• Ensure confidentiality is maintained at all times. 

Right to be Accompanied 
 
3.1 Throughout the process, both the complainant and the person whom the complaint has been 

made against may be accompanied, for example by a recognised trade union representative or 
by a work colleague not involved in the complaint.  At a hearing or appeal a complainant may be 
represented by up to two trade union representatives or a work colleague.   

 
3.2 In exceptional cases, dealing with sensitive matters or where the witness may feel intimidated 

he or she may be accompanied by a trade union representative or work colleague.  However 
this should not be a person who has a conflict of interest. Trade union representatives cannot 
play the dual role of representing the person whom the complaint is made against, witnesses 
and/or the complainant in the same case. 

 
3.3 It is good practice for a mutually agreed time to be arranged for meetings and hearings where a 

member of staff requires the presence of their trade union representative.  

Circumstances when Grievances will not Normally be Accepted  
 
4.1 Where the grievance affects more than one employee (the Collective Disputes Procedure 

applies, please see section 15 of this policy). 
 
4.2 Where the grievance is about a decision made through an agreed procedure where a right of 

appeal exists within that procedure (Re-Grading of role’s grade, Discipline, Capability, 
Assimilation, Redundancy etc) 

 
4.3 Where the grievance is in relation to an element that is not within the manager’s control such as 

complaints relating to statutory adjustments to pay and allowances, for example income tax, 
national insurance and pensions, policies, collective agreements or conditions of service. 

 
4.4 Where the grievance is about an event or decision more than 30 working days old. However an 

employee may refer to earlier issues if the matter relates to a repeated pattern of behaviour 
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and the issues support the grievance. Extension of this time limit will only be agreed where 
management accept that it was not reasonably practicable for the employee to have lodged the 
grievance in time. An aggrieved employee should submit their grievance as soon as practical. 
The longer the time that elapses, the more difficult it will be for the line manager or any 
subsequent management investigation to establish the detail of what has happened and why. 
Almost inevitably people will have poorer recollection of events with the passage of time. Even 
where records exist, people may be less likely to recall why certain decisions or actions were 
taken, making it difficult to conclude whether a grievance should be upheld. 

 
4.5 Where the grievance is about a decision which the employee has already complained about and 

which has previously been investigated. Once a resolution process is completed, or the 
employee withdraws the grievance (or chooses not to proceed to the next stage) then the 
matter is closed. 

 
4.6 Where the grievance is against those other than the decision maker for example where the 

employee was acting in an advisory capacity i.e. Legal/Human Resources/Finance staff.  

Counter Complaints 
 
5.1 All employees have a contractual right to raise a grievance under the schools Grievance 

Procedure. This means that there can be occasions where “counter complaints” are raised i.e. 
where an employee who is the subject of a grievance raises a grievance about the 
“complainant”. Such grievances must be dealt with in the same way as the original grievance. 
“Counter Complaints” should not be put on hold until the original grievance has been resolved, 
unless the “Counter Complainant” agrees to that course of action. Given that a “counter 
complaint” will usually cover the same issues, albeit from a different viewpoint, to the original 
grievance, it may be appropriate to have one investigation into the matters. In addition it will 
usually be appropriate for the same manager to progress all matters in relation to the complaint 

Record Keeping and Confidentiality 
 
6.1 It is important that accurate written records are kept throughout the complaints handling 

processes, including any initial informal processes.  
 
6.2 Records should be held in a secure and confidential manner.  Records should contain 

information on the nature of the grievance and the date submitted. Details of decisions made 
and actions taken should be retained in writing.  

 
6.3 In the event of a complaint being made, the management of the school may inform the Chair of 

Governors (or another appropriate Governor). But on no account should the case be openly 
discussed with any other Governors. 

Stage 1 - Resolving Complaints Informally  
 
7.1 An employee with a grievance must start by discussing it with his/her Line Manager/Senior 

Leadership Team Member/Headteacher at the earliest opportunity. This can often lead to a 
speedy resolution of the problem and is likely to be less damaging to working relationships. 

 
7.2 A grievance will not progress to Stage 2 until Stage 1 has been exhausted. In exceptional 

circumstances the Line Manager/Headteacher may decide at Stage 1 that the issue is of such 
obvious seriousness and concern that it is inappropriate for it to be dealt with informally and a 
management investigation is required. 
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7.3 If the grievance is about the employees Line Manager/Senior Leadership Team 
Member/Headteacher and the employee feels unable to raise their concern with him or her, 
then the employee should raise the grievance with the next layer of management within school 
or the Chair of Governors (if against the Headteacher) to try to resolve the matter informally if 
possible. 

 
7.4 If the grievance is about a fellow employee or working relations between individuals then the 

employees and Line Managers/Senior Leadership Team Member/Headteacher should seek to 
resolve the issue through discussion and reconciliation between the parties, wherever this is 
appropriate and possible with the agreement of all parties. 

 

Informal resolution 
 
7.5 Mediation is a voluntary process where the mediator helps two or more people in dispute to 

attempt to reach an agreement without recourse to the formal procedures. Mediation should 
be undertaken by a neutral third person who is trained in mediation techniques.  Mediation, 
where it is successful, can produce quicker and more satisfactory results for the parties involved 
and may reduce the damage caused to working relationships and the health and wellbeing of 
both parties. Employees may be offered mediation at any stage of the complaints process.  
Equally, either party or their trade union representatives may make this suggestion. 

 
7.6 Even if mediation is not initially agreed by the parties, the offer of a mediated process can be re-

offered as the case progresses. 
 
7.7 Mediation may be used for: 

• Resolving conflict between colleagues of a similar job or grade, or between a member of 
staff and their line-manager. 

• Rebuilding relationships after a formal dispute has been resolved. 

• Addressing personality clashes, communication problems and bullying and harassment.
  

 
1.8 The details of discussions within mediation processes are confidential to the parties involved. 

The mediation process is normally carried out without the involvement of trade union or 
management representatives.  
 

1.9 For advice on arranging mediation or for further details on the mediation process, please 
contact your Human Resources Business Partner. 

Stage 2 - The Formal Procedure  
 
8.1   If it is has not been possible to resolve a complaint informally, and all options have been 

explored, employees should raise the matter formally within 10 working days of the completion 
of Stage 1 to a Senior Leadership Team Member/Headteacher, or the Chair of Governors (if the 
complaint is against the Headteacher). This must be done in writing. The form at Appendix 1 is 
provided for assistance in setting out the grievance and resolution being sought. 

 

The Complaint 
 
8.2 A copy of the complaint will be provided to the person complained against. They may respond 

in writing to the Headteacher or Chair of Governors.  If the letter of complaint refers to other 
persons then these elements of the complaint will be removed to preserve confidentiality.  Only 
in exceptional circumstances will the complaint be withheld. Where this is being considered, 
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advice should be sought from the schools HR Business Partner and discussed with the relevant 
Trade union representative. This should be dealt with sensitively. 

 
8.2 The complaint should give a detailed account of what is alleged to have occurred, who was 

involved, detail any witnesses and state when the event/s happened.  The complainant should 
also state what outcome they are seeking from their complaint.   

 
8.3 Should an investigation be necessary then the timescales for arranging a hearing may vary. To 

minimise employee stress and to facilitate the efficient running of the school all attempts will be 
made to complete the process in a timely manner. 

 
8.4 If a grievance is lodged in writing, but no attempt has been made to resolve it informally, it will 

normally be referred back to Stage 1 (Informal Resolution). 
 
 
 
 

The Case Manager 
 
8.5 A case manager should be appointed to handle the complaint. 
 
8.6 The case manager may be a member of the Governing Body or an appropriate senior manager.  
 
8.7 Care should be taken that the person who is to be the case manager has no direct interest in the 

outcome of the case and is not a witness to any of the events complained of. 
 
8.8 The case manager’s role is to: 
 

• Acknowledge the complaint in writing, normally within five working days of receipt. 

• Manage the case in accordance with procedural requirements. 

• Offer mediation and arrange this, if required. 

• Undertake an investigation, or commission another appropriate person to undertake this 
role (for further advice please contact your Human Resources Business Partner).  

• Present the findings of the investigation to the complainant and subsequently to the person 
complained against possibly in conjunction with the Headteacher or Chair of Governors if 
appropriate. 

• Arrange for any necessary hearings. 

• Present the management case at any hearing, or commission another appropriate person to 
undertake this role (for further advice please contact your Human Resources Business 
Partner). 

 
8.9 Where the complaint is against the Headteacher the Chair of Governors will arrange for the 

Clerk to Governors to convene a Governing Body meeting to nominate a Governor/s to 
investigate.  Alternatively, the school may decide to employ an external investigating officer. 

 

The Investigation 
 
8.10 The case manager will establish the basic facts of the case through either conducting any 

investigation themselves or through an investigation conducted by an Independent 
Investigating Officer. Where the matter is not complicated it may be resolved by mutual 
agreement or mediation, if not tried previously.   
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8.11 More complex or legally sensitive cases are likely to require a more detailed investigation.  
Should the case manager decide that a more detailed investigation is required then an 
investigating officer may be appointed. The investigating officer may be an appropriate school 
manager or Governor.  In some circumstances the school may decide in the interests of fairness 
or capacity to appoint an independent external investigator. 

 
8.12 The investigating officer’s role is to: 
 

• Interview the complainant, any witnesses and the person complained against 

• Establish the facts of the case 

• Submit a written report setting out the findings of the investigation to the case manager 
 
8.13 The investigating officer must not decide on the outcome of the complaint(s). 
 
8.14 NOTE: In some cases it may be appropriate to suspend the person whom the complaint is made 

against in order to conduct the investigation. Advice should be sought from the school’s HR 
Business Partner before any action is taken. 

 

Feedback on the findings of the Investigation 
 
8.15 Once the investigation has been completed the case manager should arrange a meeting with 

the complainant to give feedback on the findings.  Where possible this should be done as part of 
a face to face meeting, however in more complex cases, this may be best achieved through 
clear written feedback from the case manager. 

 
8.16 If the case manager is not the investigating officer then the investigating officer may also be 

present at any meeting.  
 
8.17 The complainant can be accompanied by a trade union representative or a work colleague, not 

involved in the case.   
 
8.18 Where a complaint has been made against another member of staff, a meeting should then be 

arranged with that person in order to provide them with feedback on the investigation.  The 
person whom the complaint is made against may also be accompanied by a trade union 
representative or a work colleague, not involved in the case.   

 
8.19 The meetings with both complainant and the complained against will normally be held 

consecutively. 
 
8.20 If the findings of the investigation support the complaint then the case manager will inform the 

employee of this.  
 
8.21 If the findings of the investigation do not support the complaints made by the employee 

because there is contrary evidence, or if there is insufficient evidence to support the 
complaints, then the employee can be given this information and advised that if they want to 
take the matter further then they will need to inform the Headteacher/Chair in writing that they 
now want to have the matter considered at a grievance hearing.  

 
8.22 Where there is reason to believe that the employee has been treated inappropriately or if there 

is evidence that the employee has been bullied, harassed or discriminated against, then the case 
manager may suggest that management action should be considered, using the school’s 
Disciplinary Procedure where appropriate.  
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The Hearing 
 
8.23 If the complainant remains dissatisfied with the outcome of the grievance investigation, 

following receiving feedback, then they may request that a formal hearing is arranged for the 
complaints to be considered.  The first grievance hearing will be in front of the school’s 
Headteacher.  If however the Headteacher has had prior involvement in the case, either  

• they are the party that has been complained against, or  

• they have acted as case manager, investigating officer or  

• a witness, in which case, the first hearing will be in front of a panel made up of members 
of the governing body, or 

• it is felt that a governing body panel hearing would be more appropriate 
 
8.24 The person against whom the complaint is made will normally be required to attend any formal 

hearing or appeal hearing and may be accompanied at the hearing by up to two trade union 
representatives or a work colleague who is not involved in the case.  They may be present solely 
as a witness or, at the discretion of the management representative, may be present 
throughout the hearing.  Unless they are called as a witness, they will have no input into the 
hearing and will be solely present as an observer, at management’s discretion. 

 
For complaints made against the Headteacher see below 
 
8.25 Members of the Governing Body panel will be convened by the Clerk to Governors from 

members of the Governing Body who (where possible) have not previously been involved in the 
case.  

 
8.26 The complainant and the person whom the complaint is made against should be given ten 

working days written notice of the formal hearing.   Both parties will receive copies of the 
procedure and a full set of the evidentiary documentation for the hearing, including any 
material submitted by the other party.  Should either party wish to present additional 
documentation they should do so by providing it to the Clerk to Governors (for Governor 
hearings or to the Headteacher/ for Headteacher hearings) by five working days prior to the 
hearing.  Again, any additional material will be copied to the other party.   

 
8.27 The Chair of the panel/Headteacher hearing the case, may wish to adjourn the hearing pending 

further investigation, if it is felt that the panel does not have enough information to be able to 
make a decision. 

 
8.28 A Human Resources representative will normally be present at hearings to advise on the 

procedure.  The hearing will take place as soon as is reasonably practicable.  If possible, a verbal 
decision will be given after the hearing.  The decision will be confirmed in writing within 5 
working days of the date of the hearing. 

 

The Decision 
 
8.29 There are two possible outcomes:   
 

1. Complaint - not upheld 

 The Discipline, Grievance and Dismissal Committee may conclude that the complaint is not 
upheld, i.e. because the behaviour complained of did not occur or because there is insufficient 
evidence to support the complaint.  If, in such a case, the Committee is nonetheless satisfied 
that the complainant’s distress is genuine and/or that there has been a serious breakdown in 
relationships the school will offer support to the colleagues in the restoration of their working 
relationship through mediation or other methods as appropriate.   
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2. Complaint upheld or upheld in part  

If the outcome of the hearing is that the complaint is fully or in part proven on the balance of 
probabilities then consideration should be given to appropriate actions to prevent reoccurrence 
of the matters complained of.  Disciplinary action may be recommended in appropriate 
circumstances as a separate procedure. 

Issuing the decision 
 
8.30 The complainant should be informed of the outcome, in writing, normally within five working 

days.  The reason(s) for the outcome should be included as part of the response.  If the 
complaint is not upheld (at a first hearing), the employee must be informed of the right to take 
the complaint to an Appeal Hearing. 

8.31 The decision letter should be copied to the: 

• Management representative who presented the case 

• Headteacher 

• Complainant’s trade union representative 

8.32 The person whom the complaint is made against should receive written confirmation of the 
outcome of the complaint against them. 

Stage 3 - The Appeal Hearing 
 
9.1 If the complainant remains dissatisfied with the decision from the first hearing, they should 

notify the Clerk to Governors of the school within ten working days of receipt of the decision 
letter of their decision to appeal. The complainant must give specific reasons why they are 
dissatisfied with the outcome.   

 
9.2 An appeal can be made on the grounds of: 
 

• Why the outcome does not reflect the desired outcome/remedy initially outlined 

• Perceived unfairness of the decision, the employee must set out the reasons in the 
appeal application. 

• Disputing the facts of the case including new evidence coming to light. 

• Procedural non-compliance. 
 
9.3 The Appeals Committee will hear the complaint.  The Committee will be convened by the Clerk 

to Governors. The committee will comprise of Governors not previously involved at the first 
hearing.  A Human Resources representative will be present to advise the Governors, this will be 
a different Advisor to the first hearing.  The hearing will take place as soon as is reasonably 
practicable.  If possible, the Chair of the Committee may be able to give a verbal decision after 
the hearing.  The decision will be confirmed in writing normally within five working days.  The 
decision will be final; there is no further right of appeal through the school’s procedure. 

Restoring Working Relationships 
 
10.1 Whatever the outcome of a complaint, it is management’s responsibility to re-establish 

effective working relationships amongst the employees involved; it is the employees’ 
responsibility to co-operate to achieve this.  The school may seek agreement from both the 
complainant and the person whom the complaint has been made against for the case to be 
referred to mediation.   
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Occupational Health Support 
 
11.1 The school and governing body has a duty of care to all parties involved in the case and should 

recognise that the process may be stressful and have an impact on the health and wellbeing of 
all parties. Schools are advised to seek Occupational Health support through PACT HR where 
required. 

Complaints against the Headteacher  
 
12.1 An employee who wishes to make a complaint against the Head teacher   should submit their 

complaint to the Chair of Governors and follow the stages set out in the procedure.  
Alternatively an employee may wish to contact their trade union representative who may 
support the employee in raising their concern. The Chair of Governors may delegate the matter 
to a Governor with the particular skills to enable them to provide assistance. Whoever 
undertakes this role cannot subsequently be a member of the Governing Body panel dealing 
with the matter. 

 
10.2 Only an external investigating officer or one or more Governors may carry out an investigation 

into complaints against the Headteacher. 

Complaints made by the Headteacher 
 
13.1   A Headteacher may raise a complaint against a member of staff on the grounds of bullying, 

harassment or discrimination. A Headteacher may raise a complaint against the Governing Body 
but not against an individual Governor unless they are exercising a delegated power or function 
or one conferred by law, for example a governor acting in an official capacity as a member of 
the Headteacher’s performance management panel. 

Allegations against the Governing Body   
 
14.1 Please contact the school’s Human Resources Business Partner (who will liaise with the 

Governors Support Service) for advice before taking any action. 

Collective Disputes  
 
15.1 Where more than one member of staff has lodged a complaint relating to the same or 

substantially the same issue, the school may deal with the complaints together in the interests 
of fair and consistent decision-making. The trade union may initiate a collective grievance on 
behalf of more than one named employee where the issues are the same. 

Overlapping Complaints and Disciplinary Cases 
 
16.1 Where an employee raises a complaint during a disciplinary process, the disciplinary process 

may be temporarily suspended in order to deal with the complaint, at the discretion of the 
Governing Body. Where the complaint and disciplinary cases are related it may be appropriate 
to deal with both issues concurrently. 

Where an employee leaves the school 
 
17.1 If an employee leaves the employment of the school through resignation etc., consideration 

should be given as to whether it is reasonably practicable to conclude the grievance. 
Consideration will need to be given to the remedy outlined at the outset and whether any 
remedy is possible once the employee has left employment. 
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Appendix 1 
 

APPEAL AGAINST (Insert relevant decision/procedure) 
This form will help you with your appeal and will speed up the process 

Name  

Post Title  

School  

Date of decision letter  

I wish to be represented by a Trade Union (tick as appropriate)  Yes  No 

My representative is  

Name of Trade Union  

I wish to appeal because (tick as appropriate) 

  The decision was too harsh 

 

  The proper procedures were not followed 

 

  New evidence has come to light 

 

  The decision was unsound 

 

  Other 

I intend to call witnesses (tick as appropriate)  Yes  No 

Please provide the name(s) of any witness(es) that you wish to call in the space provided below (if 
applicable) 

 

 

 

 

 

Whatever your reason for appeal, you should give details to support it in the space provided on the back of 
this form.  Failure to complete this section could result in your appeal being dismissed in accordance with 
the provisions of the appeals process detailed in the (insert relevant procedure).  You do not, however, 
have to state your entire case - a summary of the relevant arguments will suffice. 

Please turn over 
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Please provide detail of the grounds for the appeal in the space provided below  

 

 

 

Signature of Applicant (person raising appeal)  

Date  

Please return completed forms to:    

(Insert name of person making decision / the Chair of the Governors for School Name) 

This form should be returned within 10 working days of your receipt of the attached letter. 
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Disciplinary Policy Statement 
 
This policy applies to both members of teaching and support staff in school. 
 
The main purpose is to encourage an employee whose standard of work or conduct is unsatisfactory to 
improve. The procedure serves to ensure that this is done in a fair and consistent manner. Clear 
guidelines are set out for Teachers in the Teachers Standards (England) and the School’s Code of 
Conduct on what constitutes acceptable standards of performance and behaviour. 

Preamble 
 
1.1 This disciplinary procedure should be read in conjunction with the Managing Investigations 

document.  This document includes detailed information on how to conduct investigations. 
Further advice is also available from your HR Business Partner. 

 
1.2 The disciplinary procedure is strictly confidential and all aspects including all documentation and 

records shall be treated as such.  
 

1.3 In minor cases of alleged misconduct the manager should initially seek to resolve the matter 
informally by discussion with the employee. (please see the ‘Informal Discussion’ section 
below)) 

 
1.4 The disciplinary procedure is to be used where an employee’s work or conduct is alleged to be 

unsatisfactory. 
 

1.5 Please check with your HR Business Partner whether a concern should be dealt with under the 
school’s disciplinary or capability procedures 

 
1.6 Each step and action under the procedure must be taken without unreasonable delay. 

 
1.7 The timing and location of meetings must be reasonable.  
 
Informal Discussion 
 
1.8 The need for formal disciplinary action will be reduced if managers demonstrate high standards 

of conduct themselves and make it clear that the same high standards are expected from their 
staff.  Managers are responsible for ensuring that their staff are aware of the requirements of 
their roles and of the expectations of the school around relationships with colleagues. 

 
1.9 Early intervention, offering guidance and instruction, can often prove very effective in 

improving minor conduct issues and avoiding the need for more formal procedures being 
invoked.  The member of staff should fully understand a manager’s concerns, what 
improvements are required of them and the possible consequences if these improvements are 
not achieved. 

 
1.10 No disciplinary action will be taken against an employee until the case has been fully 

investigated. 
 

 
 

General Principles 
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Trade Union Representatives and Officers 
 
2.1 Although normal disciplinary standards will apply to their conduct and performance as 

employees, no disciplinary action or suspension will be taken until the circumstances of the case 
have been discussed with an appropriate Trade Union Representative. In the case of suspension 
this may not be practical and should not prevent Management taking action. 

 

Offences committed outside working hours 
 
2.2 Criminal acts resulting in cautions or convictions for offences committed outside working hours 

may result in disciplinary proceedings being taken against the employee, up to and including 
summary dismissal.  The school will consider whether or not the employee’s conduct, caution o 
convictions merit action because of employment implications.  For example where the 
management of the school consider the act or conviction in question affects the suitability of 
the employee for the position in which they are employed, the reputation of the school or 
undermines the trust and confidence that the school has in the employee 

Suspension 
 
3.1 In exceptional circumstances consideration may be given to removing a member of staff from 

their place of work (i.e. suspension) at the outset of the investigation or at any stage during the 
course of the investigation. Suspension should only happen in in the following circumstances.  
Please contact your Human Resources Business Partner if you are considering suspension. 

  

Considering whether Suspension is Appropriate 
 
3.2 The provisions for suspension of school-based staff are set out in Schedules 16 and 17 of the 

School Standards and Framework Act 1998.  Decisions on suspensions are taken by the 
Headteacher or the governing body (action by the Chair in relation to the Headteacher must be 
notified to the full governing body). 
 

3.3 Staff against whom an allegation is made should not automatically be suspended. 
 
Where the allegation is that a criminal offence may have been committed or a child is at risk of 
significant harm, immediate suspension is more likely to be appropriate. Where the allegation is 
of a child protection/safeguarding nature  the LADO procedure should be followed.  .  The 
Headteacher or Chair of Governors should take appropriate advice before a decision to suspend 
is taken.   
 

3.4 Suspension may be considered at any stage.  Suspension is a neutral act, not a disciplinary 
sanction and the employee will receive normal pay.  Where possible an alternative should be 
found to suspension.  This could include alternative duties/locations or removal from contact 
with pupils. 
 

3.5 Suspension should not be undertaken without good reason, as an over-hasty or ill-judged 
decision immediately to suspend a member of staff when an allegation of abuse is made can 
have a substantial, detrimental effect upon the person’s career.  There may be other options to 
suspension (see paragraph 3.4).  Suspension is not only a traumatic experience for the individual 
involved, but also for their family, for other children at the school, their parents and for other 
staff.  All concerned will wish to be reassured that the responsible agencies will act in a careful, 
measured way when allegations are brought to their attention.   
Circumstances in which suspension properly occurs include: 
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• Where a child or children is/are at risk; 
 

• where the allegations are so serious that dismissal for gross misconduct is possible; 
 

• where a suspension is necessary to allow the conduct of the investigation to proceed 
unimpeded. 
 

3.6 In all cases where suspension is being considered, the Headteacher or Chair of Governors should 
advise the individual to seek assistance from his or her trade union. 

 

A meeting to Consider Suspension of a Member of Staff 
 
3.7 Where suspension is being considered, a meeting should be arranged.  Normally, the meeting 

should be undertaken outside pupil contact time.  The Headteacher (or, in cases where the 
allegation is against the Headteacher, the Chair of Governors) should consult with and seek 
advice from their HR Business Partner. There are three possible outcomes of a suspension 
consideration meeting either to suspend or not to suspend or an alternative to suspending i.e. 
place on alternative duties. 

 
Consideration needs to be given to disclosure of any criminal proceedings. 

 
3.9 When called to a meeting where suspension is a possible outcome, the member of staff should 

be advised to seek the advice of their trade union.  A person who is not a member of a trade 
union may be accompanied to the meeting by a work colleague, that will not or has not been 
involved in any part of the disciplinary process.  Where the member of staff is accompanied, 
they should be offered the opportunity of a brief meeting with the representative or work 
colleague before the meeting 

 
 Attempts will be made to identify if the individual concerned is a member of a trade union and 

contact them on their behalf if possible. However the meeting can go ahead without trade 
union representation present. 
 

3.10 The member of staff should be informed at the outset of the meeting that an allegation or 
series of allegations have been made and the nature of them.  At the conclusion of the meeting, 
suspension might occur. It should be made clear, however, that the meeting is not a formal 
disciplinary hearing but is for the purpose of raising a serious matter which may lead to 
suspension and further investigation. 
 

3.11 The member of staff should be given as much information, including reasons for any proposed 
suspension, as is consistent with not interfering with an investigation into the allegation.  This 
meeting is not concerned with examination of the evidence but is an opportunity for the 
member of staff to make representations concerning any possible suspension.  The member of 
staff should be given an opportunity to make such representations after the information has 
been given.  A brief adjournment should be offered to the member of staff prior to response 
being provided. 
 

3.12 If, as a result of the meeting, it is considered by a Headteacher /Chair of Governors that 
suspension is necessary along with a full investigation of the allegation(s), the member of staff 
should be advised that they are suspended from duty.  Written confirmation of the suspension 
should be dispatched within one working day, giving reasons for this. 

 
3.13 In accordance with the relevant ACAS Code of Practice, where the person is a trade union or 

safety representative, the meeting should not be arranged without prior discussion with the 
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relevant branch secretary or trade union representative. From the outset it should be 
established that the action being taken is not an attack on the functions of a trade union. 

 

After a Decision to Suspend Pending Investigation 
 
3.15 Where a member of staff has been suspended, the Chair of Governors and Strategic Director of 

Children’s Services (or their representative) should be informed of the suspension formally, in 
writing (in the case of a maintained school).  In all cases a report should be made to the 
governing body that a member of the school staff has been suspended pending investigation.  It 
is advisable to provide no more than the minimum information necessary to the governing 
body, as more than this would prejudice governor’s impartiality in any subsequent disciplinary 
hearing or appeal in disciplinary proceedings.  Where the Headteacher has been suspended, the 
implications for the management of the school will need to be considered including the 
arrangements for an Acting Headteacher.   
 

3.16 Senior teachers in the school who need to know of the reason for the suspension should be 
informed as far as is necessary.  The Headteacher/Acting Headteacher should also make a 
decision on whether other staff need to be informed of the suspension. Any appropriate 
communication to explain the member of staff’s absence from school will need to be discussed 
with your HR Business Partner. 
 

3.17 In appropriate cases the Headteacher/Acting Headteacher should discuss with the Chair of 
Governors the extent to which it is necessary to make a statement to parents of children in the 
school, having considered the need to avoid unwelcome publicity.  If this situation occurs, then 
advice and guidance should be sought from your HR Business Partner. 
 

3.18 In rare circumstances, e.g. child protection investigations, it may be necessary for the 
Headteacher (Acting Headteacher in consultation with the Chair of Governors) to provide 
immediate reassurance to parents and children in the school and there may be a need for 
information to continue to be provided during the course of an investigation to parents, 
children and other colleagues.  If this situation occurs, then advice and guidance should be 
sought from your HR Business Partner. 
 

  
3.19 The Headteacher/Acting Headteacher in consultation with the Chair of Governors should 

consider, and keep under review, decisions as to who is informed of the suspension and 
investigation and to what extent confidentiality can or should be maintained, according to the 
circumstances of a particular case.  In a situation where a matter becomes common knowledge 
or the subject of general gossip, it may be desirable to provide an accurate statement for public 
information.  Advice should be taken from the relevant BMDC department  and the school's HR 
Business Partner.  

 
3.20 Every effort should be made to avoid lengthy periods of suspension. 

The decision to suspend and the conditions of suspension will be reviewed initially after a 
period of 1 month and subsequently on a monthly basis either as part of a face to face meeting 
or by written correspondence. The suspended employee will be informed of the outcome of 
each review. Any representations received from the employee or the employee’s trade union 
representative will be considered at each review.   

 

Support for Staff during the Period of Suspension 
 
3.21 The suspended member of staff will be given the name of a contact within the PACT HR Team.  

The main role of the contact person is to provide procedural information and no detail will be 
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provided about the actual  case/investigation.  Social contact with colleagues and friends at the 
school should not be precluded except where it is likely to be prejudicial to child protection 
enquiries, criminal investigations or disciplinary processes. 
 

3.22 Although it is the aim that all investigations should be conducted as speedily as possible 
consistent with establishing the full facts, arrangements should be made (by negotiation) for the 
individual, or his or her representative, to be contacted regularly with information on progress 
and developments in the case.   These arrangements should not preclude them, or their 
representative, contacting those conducting the investigation at any time. 
 

3.23 According to the needs and wishes of the member of staff to be kept informed, a colleague 
contact should also be in a position to provide information about developments within the 
school in general. Usually this will be a member of the school’s SLT who is not involved in any 
disciplinary investigation. 
 

3.24 In some cases, it may be appropriate to ask whether welfare counselling or the support through 
the Employee Health and Wellbeing Service, would be helpful, or to respond to a request for 
such further support. 
 

Support for others concerned 
 
3.25 If a child or children have made allegation/s they and their parents will need support.  

Consideration should be given to the form such support should take.  Consideration should also 
be given to what support may be needed for others at the school, both staff and pupils, 
according to the circumstances of the allegations.  In some cases, therapeutic counselling from 
expert sources may be necessary.  Advice on this can be obtained via the ACPC/Social Services. 

 

Where no action is taken to suspend 
 
3.26 The Headteacher/Chair of Governors (in cases where the allegation is against the Headteacher) 

should explain to the member of staff the circumstances which led to consideration of 
suspension and further explain any follow up action which it is proposed to take.  The member 
of staff may be accompanied by a trade union representative or work colleague.  According to 
the circumstances of the case, appropriate assistance or advice may be offered.  The 
Headteacher/Chair of Governors should seek to establish what support, if any, is required and 
where appropriate and acceptable to the member of staff should seek advice from the School's 
HR Business Partner.  According to circumstances, appropriate counselling services should be 
considered. 
 

3.27 If a member of staff has not been suspended but there are child protection or serious concerns 
about aspects of their conduct, a full investigation should be undertaken before making a 
decision about further action under disciplinary procedures.  Please contact your HR Business 
Partner for further advice on undertaking an investigation. 

 

Pay during suspension 

3.28 The member of staff is entitled to normal pay during any period of suspension.  Normal pay means 
the pay which the member of staff would have received during their normal working week.  The 
appropriate regular payments listed below shall also be included, providing that they would have 
been paid to the member of staff during the normal week leading up to their period of suspension 
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The payments to be included, if regular, are for:- 

• Shift work 

• Night work 

• Split duty 

• Weekends 

• Unsocial hours 

• Scheduled standby duty 

• Contractual overtime. 
 

3.29 In addition, where appropriate, employees shall continue to receive the following allowances 
providing they would have received them but for the suspension:- 

• Essential car user lump sum allowance 

3.30 If the employee takes annual leave or is sick at any time during the suspension, then pay for such 
leave or sickness will be calculated in accordance with the normal provision of the School’s annual 
leave or sickness scheme.  Any other payments, e.g. the allowances detailed above, will be paid in 
accordance with that scheme’s rules for any leave or sickness absence. 

 
3.31 When any period of sickness as described above comes to an end, then the employee, remains 

suspended and  again becomes entitled to normal pay during suspension as defined in point 3.30. 

The Investigation Process 
 
4.1 Prior to conducting any disciplinary investigation, advice and guidance should be sought from the 

Managing Investigations Document and from your HR Business Partner.  
 

4.2 Before any disciplinary decision is made regarding an employee, they will be advised of the 
allegations against them and will be given the opportunity to state their case. 

 

Right to be accompanied and role of the companion 
 

4.3 Members of staff have the right to be accompanied at any meetings or interviews (not normal 
management meetings that would occur in the conducting of an employee’s normal role in 
school) by a companion. The companion may be either a trade union representative or a work 
colleague. The companion should be allowed to address the meeting to put and sum up the 
member of staff’s case, respond on their behalf to any views expressed at the meeting and confer 
with the member of staff. 

 
 The companion does not, however, have the right to answer questions on the member of staff’s 

behalf, address the meeting if the member of staff does not wish it or prevent the school from 
explaining the management case. 

 
  It is the responsibility of the member of staff concerned to arrange their own accompaniment 

and to inform the relevant person conducting the meeting, who this will be. 
 

Sickness absence during the investigatory/disciplinary process 
 
4.4 It is not necessary to suspend the disciplinary or investigatory process simply because the 

member of staff is absent due to illness.  The school may seek advice from the Employee Health 
and Wellbeing Service, in order to ascertain whether or not the member of staff is fit to engage in 
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the process.  If the member of staff is declared ‘fit’ to attend meetings but not well enough to 
attend work, the school may, at its discretion, consider a number of measures, such as; 

 

• Offering an alternative venue for the meetings/hearing; 

• Allowing the member of staff to make written representation; 

• Allowing extra time during the procedure for the member of staff to participate effectively. 
 
4.5 Where the member of staff is not ‘fit’ to engage in the investigation process, the investigation can 

still continue.  At such time as the member of staff is required to attend an investigation 
interview, further advice will be sought from the Bradford Council Employee Health and 
Wellbeing Service. 

 

Postponement of meetings/interviews 
 
4.6 In these circumstances, it is the responsibility of the employee to propose an alternative date for 

a meeting; this should wherever possible be within 5 working days of the original date proposed. 

Disciplinary Hearings 
 
5.1 If the need for a disciplinary hearing has been determined following an investigation, the member 

of staff will be notified, in writing of this decision no later than 10 working days prior to such a 
hearing taking place, along with all management information to be used as part of the hearing.  

 

Right to be accompanied /represented 
 
5.2 Members of staff have the right to be accompanied at a disciplinary hearing by either (up to) two 

trade union representatives or one work colleague.  It is the responsibility of the member of staff 
to arrange their own accompaniment and to inform the relevant person/governing body panel 
conducting the meeting that they are to be accompanied and by whom.   

 
5.3 At any disciplinary hearing or appeal hearing the member of staff will have the right to: 
 

• Produce written statements and bring witnesses (All written statements shall be circulated to 
all parties at least 3 days in advance of the hearing); 

 

• Ask questions of any witnesses present. 
 

• Present his/her case (or be represented by up to two trade union representatives or one work 
colleague) prior to the decision being made whether or not to issue the warning or to dismiss.  

 
5.4 The member of staff will be given sufficient information about the allegations to enable them to 

answer the case at the hearing together with all documentary evidence to be presented by the 
management side during the hearing.  The hearing will be conducted either by the Headteacher 
or a panel of Governors selected from the Governing Body of the school. 

 

Postponement of hearings 
 
5.5 In accordance with Section 10(4) of the Employment Relations Act 1999 a member of staff may 

seek a postponement of a hearing and propose an alternative time if their chosen trade union 
representative or work colleague is not available to attend.  The alternative time must wherever 
possible and taking account the availability of the governors required to form the panel, be within 
5 working days of the original date.  In some circumstances it may not be possible to re-arrange 
the hearing within the requisite 5 working days.  If the employees’ chosen person is not available 
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on the re-scheduled date, then they should select another person to accompany them who will 
be available at the given time.  Arrangements for re-arranged hearing dates, will wherever 
possible be arranged in conjunction with the member of staff’s trade union representative, 
however this may not always be possible. 

 

Sickness 
 
5.6 It may, on occasion be necessary to proceed with a disciplinary hearing without the presence of 

the member of staff, due to their sickness, or refusal to attend, despite reasonable adjustments 
being made to both the procedure and venue.  In such circumstances, the member of staff and 
/or their representative will remain free to attend the hearing.  The outcome will be 
communicated in writing to the member of staff including their right of appeal. 

 

Procedure at the Hearing/Appeal 
 
5.7 At the beginning of the hearing/appeal, the Chair/Human Resources Representative will 

introduce all parties present and shall explain the procedure to the parties, as follows; 
 

• The hearing/appeal may be digitally recorded to ensure a clear and accurate account of the 
meeting is obtained.  The meeting minutes along with the digitally recorded version remain 
the property of the school.  A hard copy of the meeting minutes can be made available 
upon written request from the Chair of Governors. 

 

• The management representative will put the management case and may call witnesses. 
 

• The member of staff or their trade union representative will have the opportunity to ask 
questions of the management representative and any witnesses they have called. 

 

• The member of staff or their trade representative will put their case and may call witnesses. 
 

• The management representative will have the opportunity to ask questions of the 
employee and any witnesses they have called 

 

• The Chair (and through them the other governors) may ask questions of any party.  If new 
evidence is brought out, both parties will be given an opportunity to comment and, if 
necessary to adjourn. 

 

• The management representative will have the opportunity to sum up their case. 
 

• The employee or their trade union representative will have the opportunity to sum up their 
case. 
 

• The Chair shall ask both parties to leave while the decision is made; only recalling the two 
parties to clear points of uncertainty on evidence already given.  If this is necessary, both 
parties will return even if only one of the parties is concerned with the point giving rise to 
the doubt. 

 

• The Chair shall recall the two sides to; 
 

(i) Give the decision and explain the reasons for the decision and confirm this decision 
will be put in writing to them as soon as possible, or 
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(ii) Inform the member of staff that the decision will be made known to them later 
both verbally and in writing as soon as possible after the hearing, or 

(iii) Inform the employee that the decision will be given in writing as soon as possible. 
 
 

Levels of Disciplinary Sanction 
 
5.8 The four levels of formal disciplinary sanctions are designed to reflect the varying levels of 

seriousness of the case. The levels give a proper sequence for persistent cases.  A disciplinary 
sanction will be issued at whatever level appears appropriate to the circumstances, it is 
therefore not always necessary to commence any disciplinary sanction at the first warning 
stage. 

  
5.9 No employee will be dismissed for a first breach of discipline except in the case of gross 

misconduct, when the penalty may be dismissal without notice and without pay in lieu of 
notice.  Except for gross misconduct, a teacher dismissed by reason of disciplinary action shall 
be given notice (or pay in lieu) to the end of the term in which dismissal takes place, or in 
accordance with the Employment Rights Act 1996, whichever is the greater.  There shall in any 
event be a minimum of four weeks. 

 
5.10 For guidance, examples of gross misconduct are (please note this list is not exhaustive); 
 

o Stealing from the school, colleagues or visitors to the school. 

 
o Falsification of educational qualifications where such qualifications are a stated 

requirement of the post. 

 

o The use of Alcohol or drugs whilst on school premises. 

o Incapability whilst on duty brought on by alcohol or drugs  

 
o Fraudulently claiming sick pay or other payment from the school. 

 
o Fighting with or physically assaulting a work colleague. 

 
o Damage to or misuse of school property.  

 
o Inappropriate behaviour towards or relationships with students in school. 

 
o The taking of unauthorised absence. 

 
o Inappropriate use of social media such as Facebook or Twitter or behaviour that is in 

contravention of the school’s Social Media Policy. 

 
 
5.11 The following decisions may be issued by a governing body panel or Headteacher at a 

disciplinary hearing; 
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• The decision to issue no formal sanction. 
 

• Level 1 – A first warning, may be given where the case is of sufficient importance or 
seriousness to bring to the attention of the employee formally.  The time limit for this 
sanction shall be 6 months (excluding the summer break from the date of the decision). 
 

• Level 2 – A written warning, may be given where the case has already involved a first 
warning and insufficient improvement has been made, where further misconduct has 
occurred, or where the case is of sufficient importance or seriousness to bring to the 
attention of the member of staff formally.  The time limit shall be 9 months (excluding the 
Summer Break) from the date of the decision. 

 

• Level 3 – A final warning, may be given where the case has already involved a first warning 
and insufficient improvement has been made, where further misconduct has occurred, or 
where the case is of sufficient importance or seriousness to bring to the attention of the 
member of staff formally.  This level of sanction may also be issued where a determination 
of gross misconduct may not warrant dismissal for example due to mitigating 
circumstances.  The time limit for this sanction shall be 12 months (excluding the Summer 
Break) from the date of the decision.   

 
For the purposes of future disciplinary action, breaches of discipline will be disregarded 
after the specified time period of satisfactory conduct.  However, the fact that the 
employee has been subject of disciplinary action will form part of that persons employment 
record. 

 
The following disciplinary sanction can only be issued by a governing body disciplinary 
panel, unless the school’s full governing body have delegated this authority (through the 
appropriate governing body ratification) to the school’s Headteacher. 
 

• Level 4 – Dismissal.  An employee is likely to be dismissed where the case has already 
involved a final warning and insufficient improvement has been made or where further 
misconduct has occurred or where the case is so serious as to constitute gross misconduct 
or where there is some other substantial reason.   

 

The Decision Letter 
 
5.12 A letter detailing the decision will be given to the member of staff within 10 working days of the 

date of the disciplinary hearing taking place or sooner where possible and a copy placed on the 
member of staff’s personnel file, if a warning is issued. 

 
5.13 Following the outcome of the hearing the decision letter will state:- 

 

• The decision i.e. that there is no case to answer or the appropriate level of disciplinary 
sanction 

 

• The reason for the decision. 
 

• The course of action to be followed by the member of staff. 
 

• Time scale in which improvement is required, if applicable. 
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• Where assistance is required, the assistance which will be made available to the member of 
staff e.g. training and guidance. 

 

• The date on which the warning will elapse (see section 5.11). 
 

• That further disciplinary action will be considered if there is further misconduct or 
insufficient improvement within the timescale of the warning. 

 

• The right of appeal against the decision and how to exercise that right.  (See Section 5). 
 

• If the warning is a final warning it will also state that if the employee’s conduct continues to 
be unsatisfactory or if there is further misconduct it may lead to dismissal.  

 

Right of appeal 
 
5.14 All members’ of staff have the right of appeal 
 
5.15 Appeals should be lodged in writing to the Clerk of the Governing Body within 15 working days 

(excluding the Summer Break) of the date of the outcome letter. 
 
5.16 The appeal will be heard by a panel of governors, selected from the full governing body, who 

have had no previous involvement in the case. 
 
5.17 When lodging an appeal, the employee should state; 
 

• The grounds on which they are appealing and; 
 

a) Whether they are appealing against the findings that they have committed the alleged 
act/s of misconduct here, the appeal hearing would be a full re-hearing of all the evidence 
in relation to the allegations against the individual concerned.  The panel at this appeal re-
hearing will have the full range of disciplinary sanctions open to them 
 

b) When they are only appealing against the level of disciplinary sanction imposed on them as 
a consequence of the original disciplinary hearing.  In this case, an appeal panel would be 
asked to review the original decision made.  This would not constitute a full re-hearing and 
any outcome from this review would either see the original sanction reduced or remain the 
same. 

 
5.18 There is no further internal appeal against the decision of the appeals committee. 
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Introduction 
 
School leaders have a responsibility to ensure that pupils receive the best educational opportunities 
available to them. One of the key elements to learning is the quality of teaching provided ensuring that 
all teachers are performing to professionally acceptable standards. Schools and local authorities must 
have a Capability Procedure for teachers and a policy, covering all staff, which deals with lack of 
capability. This policy sets out the school’s formal capability procedure.  It replaces the statutory 
guidance “Capability Procedures for Teachers” that was issued in July 2000. Capability procedures apply 
only to members of staff (including Headteachers) about whose performance there are serious concerns 
that the appraisal process has been unable to address  
 
This model policy is compliant with the revised statutory School Staffing Regulations (England) 
(Amendment) 2012 and applies to teachers, including Headteachers.  
 
It is a statutory requirement for schools to have a Capability Policy and Procedure for teaching staff and 
Headteachers.  Whilst there are no statutory regulations for support staff regarding performance, it is 
good practice to provide a fair and equitable scheme for all school based staff, therefore, schools may 
wish to adapt it for use with all school staff, subject to the appropriate consultations. It has been written 
in the context of schools, but the same principles apply to unattached teachers.  
 
The revised performance standards for Headteachers and teachers need to be applied as appropriate to 
the role in school and the context within which the member of staff is practicing. Headteachers will 
determine professional standards against key school priorities and staff will need to demonstrate that 
their practice is consistent with the standards that are being applied in school by which all are being 
measured.  
 
This model policy has been provided as an optional resource for schools and others to which they can 
refer as they wish as they review and develop their own policies.  
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Model Policy 
 
The Governing Body of Sandy Lane Primary School adopted this policy and procedure on 15.07.21 after 
consultations with the recognised trade unions.  It will review it annually. 
 
The use of Capability procedures in this school will be a supportive and developmental process which is 
designed to ensure that staff have the skills and support they need to carry out their role effectively. It 
will help to ensure that staff are able to continue to improve their professional practice and to develop in 
their professional roles.  
 
The Governing Body is committed to ensuring consistency of treatment and fairness in the operation of 
its performance management and capability support processes. 
 
Purpose  
 
The Governing Body believes that the school can only be fully effective in delivering a service to pupils 
and the community if it has well trained motivated, committed and competent staff. 
 
In support of these aims this policy and procedure sets out the arrangements that will apply when staff 
are experiencing difficulties in meeting the standards that are expected of them.  
 
The Capability Procedure will be used to address any general concerns that are raised about a member of 
staff’s performance and to provide a more tightly focussed strategy of support and assessment. 
 
Application of the policy  
 
This policy applies to the Headteacher, other members of the Leadership Team, and to teachers. The 
Policy may also be used for all other staff employed by the school. 
. 
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Capability Procedure 
 
This procedure applies to Headteachers, Leadership and teachers about whose performance there are 
serious concerns. This policy may also be used for all other members of staff in school.   
The Capability Policy should only be used in circumstances where the formal appraisal process has been 
complied with and the member of staff has been unable to address concerns regarding their 
performance. 
The right to be accompanied by a trade union representative or work colleague, applies at all the 
meetings listed under the stages of this procedure.  
 
Stage 1 - Transition Meeting  
 
A transition meeting may be held at any stage of the appraisal cycle if the member of staff’s performance 
remains a cause for concern as part of the normal appraisal procedure.  
 
The staff member may be assisted by a trade union representative or work colleague and will have at 
least 5 working days notice of the meeting if the date had not been agreed at an earlier stage in the 
appraisal procedure.  
 
The meeting will provide an opportunity to review progress towards meeting the targets for 
improvement.  The process for the meeting will be as follows: 
A summary of the concerns will be given at this meeting by the Headteacher who may be assisted by the 
appraiser or another manager.   
The staff member will be provided with an opportunity to respond. 
If the Headteacher will express a view on whether the appraisal process should remain in place or 
whether formal capability proceedings continue.  
The employee, assisted by the trade union representative or accompanying work colleague, may make 
representations regarding their performance and targets set and progress made in meeting the targets. 
If it is decided that transition to Stage 2 of the Capability Procedure is inappropriate at this time, then the 
staff member will continue to be supported under an Action Plan, as described in the Appraisal Policy for 
staff experiencing difficulties, and a new timescale for improvement will be set together with a date for a 
review meeting. 
If it is decided that capability procedures will continue and progress to Stage 2 of the Policy, the staff 
member will be notified in writing that the appraisal system will no longer apply and that their 
performance will continue to be managed under the capability procedure.  
The parties should agree a date when the Stage 2 Formal Capability Meeting will be held, ensuring that 
the written notification of the meeting, the evidentiary documents and a copy of the procedure are 
supplied to the staff member a minimum of 10 working days ahead of the meeting.  
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Stage 2 - Formal Capability Meeting  
 
The written notification of the meeting, together with the evidentiary documents and a copy of the 
procedure should be supplied to the staff member a minimum of 10 working days ahead of the meeting.  
 
This meeting is intended to establish the facts. It will be conducted by the Chair of Governors for 
Headteacher capability meetings, or the Headteacher (or a Deputy Headteacher) for all other staff. The 
meeting allows the staff member, accompanied by a work colleague or a trade union representative who 
has been certified as being competent by the union to respond on behalf of their member to concerns 
about their performance and to make any relevant representations. This may provide new information or 
a different context to the information/evidence already collected.  
 
The procedure for the meeting is set out in the document Recommended Procedure for Meetings and 
Appeals. 
 
The person conducting the meeting may conclude that there are insufficient grounds for pursuing the 
capability issue and that it would be more appropriate to continue to address the remaining concerns 
through the appraisal process. In such cases, the capability procedure will come to an end. The person 
conducting the meeting may also adjourn the meeting if, for example, they decide that further 
investigation is needed, or that more time is needed in which to consider any additional information.  
 
In other cases, the meeting will continue. During the meeting, or any other meeting which could lead to a 
formal warning being issued, the person conducting the meeting will:  
 
identify the professional areas for development to enable performance standards to be met, (for 
example which of the standards expected of teachers are not being met);  
give clear guidance on the improved standard of performance needed to ensure that the staff member 
has every opportunity to improve their performance.. This may include the setting of new objectives 
focused on the specific areas of development  that need to be addressed, any success criteria that might 
be appropriate and the evidence that will be used to assess whether or not the necessary improvement 
has been made;  
the staff member may request an adjournment at any point in order to consider the management 
proposals and develop alternative or additional suggestions; 
explain any support that will be available to help the staff member to improve their performance;  
set out the timetable for improvement and explain how performance will be monitored and reviewed. 
The timetable will depend on the circumstances of the individual case.  In straightforward cases there 
could be between four and ten weeks depending on the time required for support and assessment 
processes. It is for the school to determine the set period. It should be reasonable and proportionate, but 
not excessively long, and should provide sufficient opportunity for an improvement to take place; 
in very serious cases, where the progress of pupils is being seriously jeopardised or where there are 
serious concerns on the grounds of health and safety this warning could be a written/final written 
warning being issued with a four week period for improvement being given.; 
advise the staff member formally that failure to improve within the set period could lead to dismissal. 
Normally, a warning will be issued where applicable.  
 
Notes of this formal meeting will be taken and a copy sent to the member of staff. Where a warning is 
issued, the staff member will be informed in writing in addition to the matters covered in the bullet 
points above and given information about the timing and handling of the review stage and the procedure 
and time limits for appealing against the warning.   
 
There is a right of appeal to the Appeals Committee.  Details of the appeal should be provided in writing 
within 5 days of the decision being communicated. 
 
Stage 3 – Formal Capability meeting 
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Again, the staff member has the right to be accompanied by a work colleague or trade union 
representative or who has been certified by their union as being competent.  
 
The written notification of the meeting, together with the evidentiary documents and a copy of the 
procedure should be supplied to the staff member a minimum of 10 working days ahead of the meeting. 
 
The procedure for the meeting is set out in the Recommended Procedure for Meetings and Appeals. 
 
If the person conducting the meeting is satisfied that the staff member has made sufficient improvement, 
the capability procedure will cease and the appraisal process will re-start. In other cases:  
 
If some progress has been made and there is confidence that more is likely, it may be appropriate to 
extend the monitoring and review period;  
 
If no, or insufficient improvement has been made during the monitoring and review period, the staff 
member will receive a final warning.  
 
Where a warning is issued, the staff member will be informed in writing in addition to the matters 
covered in the bullet points above and given information about the timing and handling of the review 
stage and the procedure and time limits for appealing against the warning. The final warning will mirror 
any previous warnings that have been issued. Where a final warning is issued, the member of staff will be 
informed in writing that failure to achieve an acceptable standard of performance (within the set 
timescale), may result in dismissal and given information about the handling of the further monitoring 
and review period and the procedure and time limits for appealing against the final warning.  
 
There is a right of appeal to the Appeals Committee.  Details of the appeal should be provided in writing 
within 5 days of the decision being communicated. 
 
At the end of the improvement period there will be a discussion with the staff member and their trade 
union or colleague supports at which progress towards improvement will be discussed.  If the manager 
remains dissatisfied then the staff member will be invited to a Stage 4 final capability decision meeting at 
which dismissal can be considered.  The staff member must be advised that dismissal is a possible 
outcome of the Stage 4 meeting.   
 
Although it is not a legal requirement, before a decision is made to move towards dismissal, the school 
may discuss the matter with local authority specialist education advisers and its HR Advisory Service. 
 
Stage 4 – Final Capability Decision Meeting  
 
Unless the Governing Body has formally delegated powers of dismissal to the Headteacher, this meeting 
will be held by the Governing Body’s Discipline, Grievance and Dismissals Committee. 
 
As with formal capability meetings and formal review meetings, at least 10 working days’ notice will be 
given and the notification will give details of the time and place of the meeting and will advise the 
member of their right to be accompanied by a work colleague or trade union representative who has 
been certified by their union as being competent.  
 
If the Stage 4 meeting finds that an acceptable standard of performance has been achieved during the 
further monitoring and review period, the capability procedure will end and the appraisal process will re-
start.  
 
If performance remains unsatisfactory, the Committee may make a decision to dismiss the employee on 
the grounds of lack of professional capability. 
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The Committee (or the persons hearing the case) also have the power to order a further period of 
improvement if they believe that there has been some progress and that there is a likelihood of the staff 
member being able to reach the required standard of performance with additional support and time for 
improvement.  In this case the Committee will adjourn the meeting for a period of four working weeks 
when it will reconvene to consider whether an appropriate standard of work has been achieved or 
whether to go ahead with a decision to dismiss the employee. 
 
NOTE: 
In Foundation Schools, Voluntary Aided Schools and Foundation Special Schools, and Academies the 
Governing Body is the employer but the power to dismiss can be delegated to the Headteacher, to one or 
more governors, or to one or more governors acting with the Headteacher. In Community, Voluntary 
Controlled, Community Special, and Maintained Nursery schools, the power to determine that the 
member of staff should no longer work at the school can be delegated in the same way as above but it is 
the local authority (as the employer) that actually dismisses staff (or – for those who work in more than 
one school – requires them to cease to work at the school).  
 
The staff member will be informed as soon as possible of the reasons for the dismissal, the date on which 
the employment contract will end, the appropriate period of notice and their right of appeal. Any Appeal 
will be heard by the Governing Body’s Appeals Committee. 
 
The Decision to Dismiss: 
 
For Foundation Schools, Voluntary Aided Schools and Foundation Special Schools): 
 
Select one of the following statements (and delete the other):  
 
either: 
 
The power to dismiss staff in this school rests with the Governing Body, including sub-Committees 
formed for the purpose of conducting formal capability meetings and appeals. Once the decision to 
dismiss has been taken, the dismissal will be subject to contractual notice. 
 
or:  
 
The power to dismiss staff in this school has been delegated to the Headteacher/to one or more 
governors/to one or more governors acting with the Headteacher (delete as appropriate).  Once the 
decision to dismiss has been taken, the dismissal will be subject to contractual notice. 
 
For Community, Voluntary Controlled, Community Special, and Maintained Nursery schools: 
 
Select one of the following statements (and delete the other):  
 
either: 
The power to decide that members of staff should no longer work at this school rests with the Governing 
Body, including sub-Committees formed for the purpose of conducting formal capability meetings and 
appeals.  Once the decision has been taken to dismiss the staff member, the school will notify the Local 
Authority of its decision and the reasons for it. Where the staff member works solely at this school, the 
Local Authority must dismiss them within fourteen days of the date of the notification. Where they work 
in more than one school, the local authority must require them to cease to work at this school. 
 
or:  
 
The power to decide that members of staff should no longer work at this school has been delegated to 
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the Headteacher/to one or more governors/to one or more governors acting with the Headteacher. 
(delete as appropriate). Once the decision has been taken to dismiss the staff member, the school will 
notify the Local Authority of its decision and the reasons for it. Where the staff member works solely at 
this school, the Local Authority must dismiss them within fourteen days of the date of the notification. 
Where they work in more than one school, the local authority must require them to cease to work at this 
school. 
 
Appeal  
 
If a staff member feels that a decision to dismiss them, or other action taken against them, is wrong or 
unjust, they may appeal in writing against the decision within 5 days of the decision, setting out at the 
same time the grounds for appeal.  
 
Appeals will be heard by the Governing Body’s Appeals Committee without unreasonable delay and, 
where possible, at an agreed time and place. The same arrangements for notification and right to be 
accompanied by a work colleague or trade union representative who has been certified by their union as 
being competent will apply as with formal capability and review meetings and, as with other formal 
meetings, notes will be taken and a copy sent to the staff member.  
 
The format of the Appeal will be as set out in Recommended Procedure for Meetings and Appeals and 
will be dealt with impartially and, wherever possible, heard by managers or governors who have not 
previously been involved in the case.  
 
References 
 
When providing references or responding to reference requests, school has a responsibility to comply 
with The School Staffing (England) Regulations 2009, paragraph 2, Regulation 8. 
 
The school recognises that it has a duty to other employers to give truthful and balanced references and 
it is the policy of the school that any references provided will state, in accordance with the above 
regulation, if an employee had been subject to formal capability procedures in the preceding 2 year 
period.  For the purposes of clarity, it will be deemed that an individual has entered the formal capability 
procedures, once they have attended the Stage 1 Transition Meeting. 
 
The Governing Body must, at the request of a governing body or proprietor of the employer requesting 
the reference, provide written details of the duration and outcome of the proceedings and the concerns 
which gave rise to the actions carried out under the Capability Procedure. 
General Principles Underlying This Policy 
 
ACAS Code Of Practice on Disciplinary and Grievance Procedures 
 
The conduct of the formal capability stage will be undertaken in accordance with the provisions of the 
ACAS Code of Practice. 
 
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. 
 
Sickness 
 
If long term sickness absence appears to have been triggered by the commencement of monitoring or a 
formal capability procedure, the case will be dealt with in accordance with the school’s absence policy 
and will normally be referred to the occupational health service to assess the member of staff’s health 
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and fitness for continued employment and the appropriateness or otherwise of continuing with 
monitoring or formal procedures.  In some cases it may be appropriate for formal procedures to continue 
during a period of sickness absence.  However, the views of the occupational health physician will always 
be taken into account before a decision is reached. 
 
Grievances 
 
Where a member of staff raises a grievance during the appraisal or capability process, the appraisal or 
capability process may be temporarily suspended in order to deal with the grievance.  Where the 
grievance and appraisal or capability cases are related it may be appropriate to deal with both issues 
concurrently. 
 
Confidentiality & Professional Relationships 
 
The appraisal and capability processes will be treated with confidentiality.  Only the appraiser’s line 
manager or, where s/he had more than one, each of her/his line managers will be provided with access 
to the appraisee’s plan recorded in her/his statements.  This will be done upon request and only where 
this is necessary to enable the line manager to discharge her/his line management responsibilities.  
Appraisees will be consulted on requests for access to statements in the context of this policy. 
 
The process of gathering evidence for performance review will not compromise normal professional 
relationships between staff.  The Governing Body recognises that the appraiser will consult with, and 
seek to secure the agreement of, the appraisee before seeking information from other colleagues about 
the work of the appraisee.   
 
However, the desire for confidentiality does not override the need for the Headteacher and Governing 
Body to quality-assure the operation and effectiveness of the appraisal system. The Headteacher or 
appropriate colleague might, for example, review all staff members’ objectives and written appraisal 
records personally – to check consistency of approach and expectation between different appraisers.  
The Headteacher might also wish to be aware of any pay recommendations that have been made. 
 
Monitoring and Evaluation 
 
The Governing Body and Headteacher will monitor the operation and effectiveness of the school’s 
appraisal arrangements. 
 
The Headteacher will provide the Governing Body with a written report on the operation of the 
school’s/academy’s appraisal and capability policies annually.  The report will not identify any individual 
by name.  The report will include an assessment of the impact of these policies on: 
 
Race 
Sex 
Sexual Orientation 
Disability 
Religion and 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. 
 
Retention 
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The Governing Body and Headteacher will ensure that all written appraisal records are retained in a 
secure place for six years and then destroyed. 
 

MANAGING INVESTIGATIONS: GUIDANCE FOR SCHOOL STAFF 

 
 
Introduction ............................................................................................................................. 78 

When should an investigation be conducted? .................................................................... 78 

Examples of Misconduct ..................................................................................................... 78 

Examples of Gross Misconduct ........................................................................................... 79 

When to consider informal or formal action ...................................................................... 79 

Child Protection Allegations ................................................................................................ 79 

Suspension ............................................................................................................................... 81 

Who can suspend / lift suspension? ................................................................................... 81 

When suspension may be appropriate ............................................................................... 81 

Alternatives to Suspension .................................................................................................. 81 

Process for suspension ........................................................................................................ 82 

Support for Staff during the Period of Suspension ............................................................. 82 

Confidentiality ..................................................................................................................... 83 

The Investigation ..................................................................................................................... 84 

Who Should Investigate? .................................................................................................... 84 

External Investigators .......................................................................................................... 84 

How to conduct the Investigation ....................................................................................... 85 

Investigation Interviews ...................................................................................................... 85 

Introductions & Greetings ................................................................................................... 86 

Records of Interviews .......................................................................................................... 87 

Evaluating the Evidence ...................................................................................................... 87 

 
 
 
 
 
  



78 

 

Introduction 
 
The Managing Investigations Toolkit aims to provide a framework which may assist School Managers to 
carry out a fair and consistent investigation into staff conduct or complaints.  This document offers best 
practice guidance to school management and governors on dealing with the practicalities of carrying 
out investigations. 
 
The guidance contained within this document should be used in accordance with the relevant School 
policy or procedure, as determined by the nature of the issue under investigation. 
 
This guidance should be used in conjunction with the following policies; 
 

• Disciplinary Procedure for Staff Employed in Schools 

• Complaints & Grievance Procedures for Schools 
 
This document is a practical guide to schools on undertaking investigations. Managers are strongly 
advised to contact Human Resources prior to undertaking an investigation; Human Resources are 
available to advise the investigating officer (Headteacher, Deputy Headteacher, Assistant Headteacher 
or Governors) at all stages of the process. 
 

When should an investigation be conducted? 
 
An investigation may be required in the following circumstances; 
 

• Allegations of misconduct (including child protection allegations)  

• Allegations of bullying / harassment / discrimination  

• Dealing with employee complaints e.g. complaints regarding perceived unfair treatment 
 
If there is an occasion when an employee’s conduct has the potential to lead to a disciplinary hearing it 
is most important that a full and fair investigation is undertaken that is consistent with the guidance 
that is provided within this document. 
 

Examples of Misconduct  
 
The following are examples of misconduct. The list is not exhaustive:   
 

• Negligence  

• Inadequate standards of work caused by carelessness 

• Careless damage to or wastage of school property and/or equipment  

• Failure to carry out reasonable instructions 

• Insubordination 

• Improper behaviour or conduct  

• Disregard of safety instructions 

• Aggressive behaviour  

• Timekeeping offences  

• Improper disclosure of confidential information 

• Smoking in prohibited areas 

• Harassment and/or bullying 

• Breach of the School’s guidelines on e-mail/internet use 

• Breach of the School’s approach to equality 

• Conduct which contravenes school policy or procedure  
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Examples of Gross Misconduct  
 
Gross Misconduct is generally seen as misconduct serious enough to destroy the employment 
relationship between the employer and the employee and make any further trust and confidence and 
future working relationships impossible. 
 
The following list provides some examples of actions which may constitute gross misconduct: 
 

• Theft of school, staff or public property 

• Fraud and/or deliberate falsification of records 

• Deliberate damage to or neglect of school property and/or equipment 

• Gross insubordination 

• Serious harassment, bullying, discrimination and/or intimidation 

• Physical violence 

• Actions which risks bringing the school into disrepute 

• Incapability whilst on duty brought on by alcohol or drugs  

• Conduct at work likely to offend decency, including improper relationship with students 

• Gross negligence which causes or might cause unacceptable loss, damage or injury 

• Serious infringement of health and safety procedures 

• Serious breach of confidence e.g. disclosure of confidential information and breach of data 
protection requirements. 

• Criminal activities outside work where such conduct is incompatible with the individual’s 
employment 

• Matters/conduct relating to child protection 

• Sexual Misconduct 

• Refusal to follow a reasonable instruction 

• Unauthorised absence  
 

When to consider informal or formal action 
 
Consideration should always be given to whether it is appropriate to deal with a matter formally or 
informally (and the process to be followed). 
 
If you are concerned that the allegation may be serious or you are uncertain as to whether initially to 
tackle the matter informally or formally, you are strongly advised to contact Human Resources before 
any action is taken to decide the most appropriate method of dealing with the matter. 
 
Human Resources will discuss options with the manager, potential outcomes and mechanisms for 
dealing with the matter. Human Resources will also suggest any other sources of advice and support 
.The decision on how to proceed will ultimately rest with school management. 
 
For guidance on dealing with complaints and allegations informally, please refer to the appropriate 
School Procedure.  
 
NB.  If the matter relates to Child Protection the Behaviour Support Service Manager must be 
contacted for advice before any action is taken.   
 

Child Protection Allegations 
 
In the event of an allegation of a child protection nature a basic fact finding exercise may be required to 
establish the initial details, however, it is most important that you contact Human Resources as well as 
one of the colleagues below, before commencing a full investigation.  
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Jennie Sadowskyj – Behaviour Support Service Manager  
01274 385617 – 07730544800  
jennie.sadowskyjj@bradford.gov.uk 
 
Jenni Whitehead – Lead Officer for Child Protection 
01274 385726 – 07730544810 
Jenni.whitehead@bradford.gov.uk 
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Suspension 
 

Who can suspend / lift suspension? 
 
In cases where suspension is considered, please contact Human Resources for advice. 
 
Headteachers 

• Head teachers can suspend any member of staff employed or engaged at the school 

• If suspension occurs, the governing body must be immediately informed 

• Head teachers do not have the power to lift suspensions, this must be done by the governing 
body 

 
Governors 

• The governing body can suspend / or lift the suspension of any member of staff employed or 
engaged at the school, including the Headteacher 

• If suspension occurs, the governing body must inform the Headteacher (in these circumstances 
this function would either be carried out by the Chair of Governors or a delegated governor). 
Suspension should not be discussed at full governing body level, in order to avoid the 
impartiality of governors that may be required to consider matters at a later stage 

 

When suspension may be appropriate  
 
Suspension is a neutral act, not a disciplinary sanction and the employee will receive normal pay.  
However, suspension may be considered at any stage of the process.  
 
Suspension may be appropriate in the following circumstances; 
 

• When a child(ren) is/are at risk  

• Where the allegation is so serious that dismissal for gross misconduct is possible 

• Where suspension is necessary to allow the conduct of the investigation to proceed unimpeded 

• Where the Police are involved in a criminal investigation or are likely to be 
 
Where the police are involved, management must consult with the Police Officer in charge prior to 
suspension being considered. In these circumstances please contact Human Resources.  
 

 

 

 

Alternatives to Suspension 
 
Suspension can in some cases be a traumatic experience for all parties involved.  
The member of staff, whom the allegation is against, should not automatically be suspended and 
alternatives to suspension can be considered, these may include;   
 

• Paid leave of absence or Mutual agreement to refrain from work (known as Garden Leave).  This 
should only be considered as a short term arrangement while further information is being 
gathered. 

• Alternative duties/locations 

• Removal from contact with child(ren) that may be involved in the investigation 
 
In the case where issues relate to a child protection matter, please consult with the appropriate Child 
Protection Officer, prior to making a decision regarding suspension. 
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In the case where immediate referral to the Behaviour Support Service Manager is accompanied by 
consideration of disciplinary procedures, suspension may or may not be appropriate. The Headteacher 
or Chair of Governors should consult with the Behaviour Support Service Manager and consider any 
recommendation which may be made by the child protection agency/Police or strategy meeting before 
a decision to suspend is taken. 
 

Process for suspension 
 
Meet the member of staff 
 

• A meeting with the member of staff should normally be undertaken outside pupil contact time1   
and as soon as possible in a discreet location.  

• Where suspension is being considered, the employee should be advised that they may seek 
advice from his or her trade union representative 

• The employee may be accompanied by a work colleague not involved in the matter or a trade 
union representative.  Where a trade union representative is not available to attend the 
meeting, the member of staff may be suspended and then given the opportunity to make 
representations while accompanied by their trade union representative at a later date. 

• The Headteacher / Governors conducting the meeting, will in most cases, be accompanied by a 
member of Human Resources 

At the meeting 
 

• The member of staff should be informed that at the conclusion of the meeting, they may be 
suspended 

• Explain that the meeting is not a formal disciplinary hearing but is for the purpose of raising a 
serious matter which may lead to suspension and further investigation 

• The member of staff should be given information regarding the allegation(s) and the reasons for 
any proposed suspension 

• The employee may make representations regarding the consideration of suspension 

• Management may also want to give consideration to alternatives to suspension 

• A brief adjournment should be offered to the member of staff prior to management’s response 

• If suspension is considered necessary, the individual should be advised that he or she is 
suspended from duty with immediate effect and should also be informed of the reasons for and 
the terms of their suspension 

• Advise the employee that access to ICT systems & other relevant equipment will be immediately 
removed for the duration of the suspension  

• Written confirmation of the suspension may be given at the end of the meeting or otherwise 
provided as soon as possible (normally within one working day, see Appendix 1) 

 
In cases where suspension occurs, contact with the employee should be maintained and the suspension 
reviewed monthly.  
 

Support for Staff during the Period of Suspension 
 
According to the needs and wishes of the member of staff to be kept informed, an appropriate senior 
member of staff may provide information about developments in the life of the school. The suspended 

                                                 
1 In accordance with the relevant ACAS Code of Practice, where the person is a trade union or safety 
representative, the interview should not be arranged without prior discussion with the relevant branch 
secretary or a full-time official of the trade union concerned.  From the outset it should be established that 
the action being taken is not an attack on the functions of a trade union. 
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member of staff will also be given the name of a Human Resources Representative as a contact.  The 
role of the contact person is to provide information with regards to the progress of the investigation.   
Social contact with colleagues and friends at the school should not be precluded except where it is likely 
to be prejudicial to child protection enquiries, criminal investigations or disciplinary processes. 
 
In some cases, it may be appropriate to ask whether welfare counselling or the support of the Employee 
Health & Wellbeing Unit (or the schools Occupational Health provider), would be helpful, or to respond 
to a request for such further support. 
 

Confidentiality  
 
Where a parent has made the allegation they may be confidentially informed of the suspension and any 
developments where it is necessary to provide reassurance. The reasons given should be agreed 
between the concerned employee, their representation and the Headteacher. 
 
Senior teachers in the school who need to know of the reason for the suspension should be informed as 
far as is necessary.  The Headteacher/Chair of Governors should take a decision on informing other staff 
colleagues in the school of the suspension, however, the number of people informed of the suspension 
should be kept to a minimum. 
 
In certain circumstances, e.g. child protection investigations, it may be necessary for the Head teacher 
(in consultation with the Chair of Governors) to provide immediate reassurance to parents and children 
in the school and there may be a need for information to continue to be provided during the course of 
an investigation to parents, children and other colleagues.  
 
Guidance should be sought from the Lead Officer for Child Protection or, where relevant and 
appropriate, from Social Services or the Police. 
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The Investigation 
 

Who Should Investigate? 
 

• When it is decided that a formal investigation is appropriate school management or governors 
should determine who will be the investigating officer. If it is likely that the investigation may 
result in a disciplinary or grievance hearing, where the Headteacher may hear the case, It is 
advisable that an alternative member of the senior leadership team or an external investigator 
is commissioned in order to conduct the investigation 

• If it is likely that the investigation may result in a disciplinary or grievance hearing, where the 
governors may hear the case, it is advisable that the Head teacher, an alternative member of 
the senior leadership team or an external investigator is commissioned in order to conduct the 
investigation. 

• If a hearing is required and there is no alternative the Headteacher can investigate and present 
the case to themselves at a hearing. Whilst it is not recommended that the Head teacher 
undertake this dual role, this would be a pragmatic approach in the circumstances. Please 
contact Human Resources before making a decision. 

• If the Headteacher or senior member of staff is a key witness, or has knowledge which could be 
seen to prejudice the investigation, it is not recommended that they conduct the investigation, 
present the case at a hearing or hear the case.  (Please contact Human Resources for further 
advice). 

 

External Investigators  
 
The school may also contact Human Resources with a view to commissioning an external investigator.  If 
an external investigator is commissioned, he/she will report to the nominated governor/s that will 
retain responsibility for the case.  This is outside the agreed SLA’s and will be at an additional cost to the 
school.   
 
The Investigator should liaise with the Human Resources for advice on procedural matters and to keep 
the Human Resources apprised of developments in the case.  
 
The final report shall be the joint property of Bradford MDC and the Governing Body of the school. 
(Please see appendix 3 for the protocol for external investigators) 
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How to conduct the Investigation 
 
Principles of conducting an investigation 
 

• The investigation should be free from bias and meet the requirements of natural justice.  All 
concerns should be put to the employee and they should be allowed to respond 

• At all stages of the process, confidentiality must be maintained by all parties 

• A timescale should be provided at the beginning of the investigation to all parties concerned 
and every effort should be made to achieve this.  However, if this is not possible, all parties 
should be informed and given reasons why 

• All parties have the right to be accompanied by a trade union representative or work colleague 
not involved in the case throughout the investigation process 

 
Meet the Member of Staff 
 
The investigating officer will meet the member of staff whom the allegation/complaint is against (with 
their Trade Union Representative or a work colleague should they wish) and explain that this is a formal 
investigation. The member of staff will be given information about the allegation/complaint (verbally 
and in writing) and the procedure to be followed will be explained. The information to be given in 
sufficient detail for the member of staff to understand the overall matter of concern. 
 
Before commencing the investigation  
 

• Identify details of the precise issue to be investigated, e.g. details of allegations/complaint made 
etc. 

• Suggested methodology for conducting investigations, e.g. identification of initial 

• witnesses, copies of policy being breached etc. 

• Under which school policy or procedure the investigation is being conducted under 

• Clarify what purpose and by whom any Investigation Report will be used. 
 

Investigation Interviews 
 
Preparation for the investigation interviews  
 
The Investigating Officer should: 

• Ensure that enough time has been set aside to hold the interview confidentially, in a private 
room that is available without any interruptions. 

• Ensure that all necessary information is available during the course of the meeting. e.g. copies 
of policies / procedures etc. 

• Prepare a list or structure of challenging questions in relation to the alleged incident / allegation 

• Ensure that an appropriate person is available to take detailed notes of the meeting, for use 
within the investigation process / report where appropriate. 

 
All staff interviewed as part of the investigation are entitled to be accompanied by a trade union 
representative or a work colleague (who is not involved in the matter). The employee should be written 
to stating the date/time and venue, the purpose of the meeting and the right to be accompanied.  
 
Conducting the Investigation Interviews 
 
Where possible the interviews should be conducted in the following suggested order; 
 

• The person raising the allegation/complaint should be interviewed first  
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• Witnesses should be interviewed one at a time. There may be a need to re-interview witnesses 
during the investigation process. Additional witnesses may be identified during the investigation 
and must also be interviewed. 

• The person whom the allegation/complaint is against should be interviewed last 

• Care should be taken to avoid any opportunity for collusion 
 
When interviewing children that may be involved as witnesses please refer to Human Resources for 
advice.  
 
The structure of the investigation interview  
 

• Explain the context of the interview and the member of staff’s right to representation.  

• For what purpose the meeting notes and subsequent record of interviews will be used  

• How and when the interviewee will be able to check the notes /record of interviews  

• Reiterate the importance of confidentiality. 
 
The interview itself is to ascertain facts and there may be times when a series of specific questions 
requiring specific answers may need to be put to interviewees. Fair, open and challenging questions 
may be used to probe answers to establish the facts.  The interviewer should avoid any speculation or 
opinion. 
 

Introductions & Greetings   
 
To the person making the allegation, witnesses (or others with information) explain; 

• The procedure to the interviewee and try to put them at their ease. 

• Their right to be accompanied by a trade union representative 

• This is part of a formal process, their evidence may be used if the matter proceeds to a hearing 
and they may have to be called as a witness 

• They will be given a copy of their final record of interview  

• The member of staff will have the right to know who is making the allegation/complaint (or 
providing information about the matter).The member of staff will also receive a copy of the 
record of interview should the matter proceed to a hearing 

• This matter is strictly confidential and must not be discussed at any stage.  Reassure the 
interviewee that management will also strictly maintain confidentiality. 

• This should appear in the record of interview 
 
Taking a record of interview from the member of staff 
 
Explain that: 

• This is part of a formal process 

• They have a right to representation 

• The allegations/complaint against them may proceed to a disciplinary hearing, and the potential 
outcomes. 

• They will be given a copy of their final record of interview  
 
Questioning 
 

• Use open questions (who, what, why, when, how etc)  

• Use closed questions in order to clarify points. Leading questions should not be used when 
interviewing witnesses 

• Discuss and enquire into any additional information for clarification 

• Ensure that specific examples are provided when unsubstantiated descriptions are given, i.e. 
‘bullying’ or inappropriate behaviour’ etc 
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• Where physical force is alleged to have been used then the degree of force used should be 
clarified 

• Once questioning is complete, re-cap and clarify main points of discussion, ensuring that the 
notes taken are accurate and answer any appropriate questions or concerns raised 

 
Closing Statement 
 

• Explain the next steps, confirming how / when the record of interview is to be prepared and 
verified and when the investigation is expected to be completed. 

• Ensure that contact details of the Investigating Officer are provided, and ensure confidentiality 
is fully understood. 

 
At the end of the investigation interview the Investigating Officer should have obtained from each 
witness: 
 

• The names of those present or involved 

• Date / time / place of the alleged incident / allegation 

• Details of what took place, and the order in which they happened 

• How the individual reacts to any other documents or witness evidence which is inconsistent 
with their account 

• The steps taken since the alleged incident / allegation, including any steps taken to resolve the 
matter 

• Their preferred outcome (in cases of complaint) 
 

Records of Interviews  
 

• Any notes taken during the investigation interviews should be typed, checked and signed by the 
interviewee. The record of interview should record the facts, written (within reason) in the 
language used by the interviewee following the train of events. (For a template record of 
interview please see Appendix 6) 

• If there is any ambiguity or gap in the account these should be clarified with the interviewee 

• The interviewee must be given the opportunity to review the statement and must only sign to 
confirm it as a true and accurate version of events 

• Once the record of interview is typed the employee should be allowed sufficient time to read it 
through, make any amendments/additions as necessary and sign and date the record at the 
bottom of each page.  Any amendments should be initialled.  Where possible it is advised that 
the record is typed and signed as soon as the interview has been completed. 

• Where records of interviews cannot be taken the Investigating officer may ask the interviewee 
to provide a written statement which can be prepared with their Trade Union representative. In 
these cases the statement should be checked by the Investigating officer and included in the 
Investigation Report. In these circumstances please contact Human Resources 

 

Evaluating the Evidence  
 
All of the relevant evidence gathered during the investigation should be reviewed and collated for use 
within the Investigation Report (For a template investigation report, please see appendix 7). This should 
include; 
 

• Any record of interviews 

• Notes from investigation interviews 

• Relevant policies & procedures 

• Evidence of custom and practice etc.  
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This evidence should be evaluated, particularly where there are contradictions or conflicts which the 
Investigating Officer must consider. In evaluating evidence, each case should be judged on its merits; 
however, the following points should be considered; 
 

• Direct witness evidence will usually be stronger than indirect information relating to the 
incident / allegation 

• Evidence which is inconsistent with documents produced at the time is questionable 

• Evidence which is vague, is unsubstantiated opinion or hearsay, omits significant details or 
contains inherent contradictions is questionable 

• Anonymous evidence should be reviewed with caution as it is often difficult to substantiate 

• Consideration should be given to any bias, motivation or influence individual witnesses may 
have 

• Where possible the factual accuracy of points raised in records of interviews should be verified 
by the investigating officer if they are material to the allegations/complaints 

 
It is important to remember that in reviewing the evidence and recommending appropriate courses of 
action, the Investigating Officer only has to show they have a reasonable belief of what happened based 
on their assessment of the evidence. Unlike a legal case there is no requirement to prove a case ‘beyond 
reasonable doubt’. 
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Introduction 
 
School recognises that it has a responsibility to protect employees and pupils by ensuring that all 
employees attending work are not under the influence of drugs, alcohol or any other substance.  
 
School is committed to ensuring the Health, Safety and Welfare of all employees and pupils. School will 
take all reasonable steps to reduce the risk of injuries or incidents occurring due to employees 
experiencing the effects of alcohol or substance misuse.  
 
This guidance recognises that alcohol or substance misuse can lead to a range of social, psychological and 
medical problems, including dependence and can be associated with impaired work performance and 
attendance. The guidance applies to all school employees and the aim is to provide support and guidance 
to protect school employees and pupils. 
 
It applies both to those employees whose alcohol or substance misuse, in the opinion of the school, 
interferes with their work or their relationships at work and to those employees who seek help 
voluntarily. 
 
It is essential that all employees recognise the seriousness of and the impacts of alcohol or substance 
misuse and that they are made aware that there is support and guidance available to manage these 
issues.   
 
Whilst not diminishing the potential gravity of alcohol and substance misuse, school recognises that it is a 
health and safety issue requiring support and treatment.  School also recognises that it has a 
responsibility to provide support to promote rehabilitation of an employee who may be experiencing 
such problems. 
 
School is committed to effectively managing this risk and to ensuring that adequate resources are 
available to implement and monitor the measures set out in this guidance. 

Scope of Guidance 

This guidance applies to all school employees including teachers, support staff, casual workers, 
volunteers, agency staff, contractors and consultants. This is a non-exhaustive list. 

This document provides guidance to managers on dealing with employees whom they suspect may be 
attending work under the influence of alcohol, illegal drugs or have misused prescribed drugs. 
 

Aims of the Guidance 

The aim of this guidance is to assist managers in the identification and management of employees whom 
they suspect have drug or alcohol problems that may be impacting on work; to avoid unnecessary 
absence; to ensure effective work performance and to provide a working environment which ensures 
that, as far as practicable, the health and safety of all employees and pupils within school.  

It also aims to promote supportive measures and the encouragement of employees to seek assistance 
where an employee admits to having an alcohol or drug problem.  

Whilst acknowledging employees’ entitlement to privacy, particularly in health matters, the school has a 
duty to act where alcohol, drugs or other substance misuse impacts on work, through the adverse 
conduct or work performance of employees or impinges on the health and safety of other employees or 
pupils. 
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The school will normally seek to support employees in the first instance, rather than taking immediate 
disciplinary action, other than in the non-exhaustive list examples in this document.  

Relevant Legislation 

The Health & Safety at Work Act 1974 and the Management of Health and Safety at Work Regulations 
1999 place a legal duty on Employers to ensure, as far as is reasonably practicable, the health, safety and 
welfare of all employees while at work.  

The Road Traffic Act 1988 states that it is an offence to drive or attempt to drive whilst under the 
influence of alcohol/drugs or a combination of both. 

It is an offence under the Misuse of Drugs Act 1971 for the possession, transfer or sale of controlled 
drugs on the premises and is therefore a criminal offence in law and any employee found to be involved 
in these activities will be reported to, and could be subject to criminal prosecution by, the Police. An 
employer who knowingly permits the supply or taking of illegal drugs on their premises may be liable to 
prosecution. 

The Public Interest Disclosure Act 1998 protects workers who responsibly raise concerns about a 
colleague’s alcohol or drug use with their manager. 

NB The Equality Act 2010 does not apply to alcohol or drug misuse unless the individual develops a 
medical condition as a result of their addiction. 

Definitions of Alcohol, Drug & Substance Misuse 
  
For the purpose of this guidance: 

Alcohol misuse is defined as: 
 
“A level of alcohol drinking, either intermittent or continuous, which interferes with an individual’s 
health, work capabilities, conduct or reputation, or which affects the work performance and/or safety of 
others and/or well-being/comfort of others.” 

Drug and substance misuse is defined as: 

“The use of any controlled drug as defined by the ‘Misuse of Drugs Act 1971’ or any statutory re-
enactment.”  

“The intentional misuse of prescribed or ‘over the counter’ medication. 

“The misuse of substances, e.g. solvents which can impair behaviour, judgement or job performance of 
the individual.” 

Potential Impacts of Substance Misuse 
 
The following is a non-exhaustive list of examples:- 
 
Organisational Impact 

• safety concerns for employees, pupils, etc 

• impact on teaching and learning; 

• lateness and absenteeism; 

• bad behaviour or poor discipline; 

• adverse affect on the schools image and public relations.  
 

Individual Impact  

• loss of concentration; 
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• co-ordination; 

• work performance;  

• safety ability; 

• accidents; 

Signs of Potential Alcohol, Drug or Substance Misuse  

 
The following is a non-exhaustive list of examples:- 

• frequent lateness, repeated brief periods of absence for trivial or inadequate reasons; 

• smelling of drink or under the influence of drink during working hours;  

• absenteeism, uncertified or certified, particularly related to weekends and holidays;  

• mood changes, irritability, lethargy; 

• accident-proneness, minor accidents on the job and accidents away from the job, mistakes, 
errors of judgement; 

• deterioration in relationships with fellow workers, borrowing money, etc.; 

• hand tremors, slurred speech, facial flushing, bleary eyes, poor personal hygiene  
 
However the manager should be careful not to jump to any conclusions as some health conditions could 
cause similar symptoms such as slurred speech, tremors, and poor coordination for example those who 
have suffered a stroke, have ME,  MS or other progressive neurological conditions. The manager should 
seek to establish that there are no underlying health conditions. 

Day to Day Monitoring 
 
Managers should be alert to changes in behaviour that may be attributable to a drug or alcohol related 
problem, for example:- 
 
General Appearance and Conduct 

If an employee's appearance or conduct deteriorates without any obvious reason, the manager should 
discuss this with the employee.  
 
Work Performance 

Substance misuse may affect the performance of employees in several ways and it may not be 
appropriate to deal with every situation in the same way. There may be an immediate situation requiring 
resolution or an ongoing performance issue to be managed, for example:  
 

• An incident may occur as a result of an employee being under the influence of alcohol, drugs 
or other substances;    

• A pattern of regular absences may emerge or a complaint may be received about an 
employee which indicates there may be a substance misuse problem;  

• Performance may gradually deteriorate over a period of time.  
 
Attendance & Accident Rates 

Monitoring of absence or accident rates is part of normal managerial responsibility. Managers should be 
aware that increases in such rates could be linked to an alcohol, drug or substance misuse problem.  
 

Day to Day Informal Discussions 
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During the normal course of endeavouring to rectify work related difficulties, it may come to light that 
the problems are drug or alcohol related.  
Opinions and judgements on drug or alcohol misuse should be avoided and the discussion should focus 
on the unsatisfactory aspects of conduct, performance, attendance or behaviour.  
 
The manager should, however, enquire of the employee as to whether he or she has a health problem 
which might be a contributing factor and discuss seeking support through EH&WB.  

Support for Employees with Drug & Alcohol Related Problems 
 
Drug and/or Alcohol addiction is a primary health problem.  As with any other health condition, anyone 
identified as possibly having an alcohol or substance misuse problem will be offered advice and 
professional help at the earliest opportunity. 

   Where an employee suspects, or knows, that they have an alcohol or drug problem and approaches their 
line manager, the manager should arrange for the employee to be referred to the EH&WB Service for 
assessment of appropriate help available.   

The admission of an alcohol or drug misuse problem may be very difficult for an individual to make. 
Managers should therefore deal with the employee in a supportive manner and endeavour to encourage 
the individual to seek the appropriate support through EH&WB.   

All employees should be assured that their problem will be treated with the utmost confidentiality.  

Even where an employee admits to an alcohol or substance misuse problem, the manager still has a duty 
to consider whether there is a need to re-allocate the employee to other duties during (and after) 
rehabilitation.  

The employee can make a voluntary confidential self-referral to EH&WB Service for help and support.   

Where an employee voluntarily requests assistance from EH&WB prior to their manager being aware, 
EH&WB will normally only divulge information where there has been written agreement from the 
employee, except in cases where there may be a serious risk to themselves, other employees, clients or 
service users.     

However, if time off work is needed for a recovery/assistance programme or there is a requirement to 
change the employee’s duties or working environment, the line manager will have to be informed.   

Assistance and referral for treatment will not automatically be offered where, for example, treatment has 
not been successful on a previous occasion or the employee refuses to accept that there is a problem or 
when consequences of the misuse have been too serious. 

Guidance for Managers Where They Identify a Potential Alcohol or Drug Related Problem 
 
Managers should be aware that alcohol and drug misuse is a complex phenomenon and as such, it should 
be borne in mind that work, stress, illness, personal problems or a combination of all of these issues may 
be an integral part of an employee showing signs of alcohol or drug misuse in the workplace. 
 
It is important that Managers are alert to the signs of any potential problem at an early stage so that 
support can be made available.   
 
Where a problem is identified, the manager must treat the matter in the strictest confidence.  
 
It would not normally be necessary to suspend an employee from work, unless they could be a risk to 
themselves, other employees or pupils.  
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However, the employee may be suspended from duty if they report for work whilst under the influence 
of alcohol or drugs.  Suspension must be carried out in accordance with the school’s agreed disciplinary 
procedure.    
 
Following discussion with the employee, the Manager should refer cases of suspected or admitted 
substance misuse to the EH&WB Service.  If the employee refuses to give their consent and the manager 
believes there is a serious concern, e.g. that the employee is a risk to themselves or others, the Manager 
can instruct an individual to attend the EH&WB Service.   
  
The Manager, in consultation with EH&WB and HR Advisor, will review what duties, if any, the employee 
can be relied upon to carry out safely.   
 
If the employee is fit for work then a judgment must be made on the requirement or otherwise for any 
workplace restrictions.  The decision on any restrictions will depend amongst other things on whether 
their role is safety critical, whether or not the employee works alone, and the impact of their alcohol or 
drug misuse on their behaviour and how this could impact on their safety, the safety of other employees 
and pupils. 
 
Monitoring of the individual should be arranged prior to commencing their new duties. The employee 
should be given an indication of how the situation will be monitored and over what time scale.  
 
If, after help and support the situation does not improve, the employee should be advised of the 
implications of continuing problems with their conduct, performance, behaviour or absence i.e. that they 
will be dealt with under school’s disciplinary or capability procedure.   
The decision as to whether or not to accept treatment has to be that of the individual.  However, if an 
employee declines to receive treatment and his/her standard of conduct, performance or attendance 
remains unacceptable, the manager should consider taking action under the disciplinary or capability 
procedure.  
 
Where an employee denies having an alcohol or substance misuse problem, the management concerns 
should be dealt with in accordance with schools disciplinary or capability procedure.  The employee 
should also still be advised they can approach the EH&WB Service confidentially for help and advice. This 
should be confirmed in writing. 

Guidance for Managers Where an Employee Attends Work Suspected of Being under the Influence of 
Drugs or Alcohol 
 
If a manager suspects that an employee is under the influence of alcohol or drugs and believes that to 
allow that individual to commence or continue their duties would present an unacceptable risk to 
themselves or others, then the following procedure should be followed;  
The employee should be asked if they have been drinking alcohol, using drugs or other substances and 
when this happened. It is not appropriate or practical to seek blood / breath tests or other physical proof 
of suspected substance abuse.   
 
In order to reach a judgement on whether the employee is competent to continue his/her duties, the 
manager should consider the following:  
 

i) Do they admit to consuming alcohol / being under the influence of drugs?  

ii) How self-evident is it that the employee has been drinking / is under the influence of drugs?  

iii) What is their behaviour like? 

iv) Is there a health & safety risk in allowing the employee to work? 
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Brief notes should be made of responses and the specific behaviours which are giving cause for concern.   

If it is decided that the employee should be sent home, the decision should be made by a senior 
manager, wherever possible.   Where it is necessary to send an employee home, school may, at its 
discretion, suspend pay for the day. 

The employee should be informed of the decision in the presence of a witness, preferably another 
manager. Notes of the meeting must be recorded and the decision confirmed in writing to the employee.   

The manager may need to organise transport (e.g. taxi at the employee expense) or escort the employee 
home.  
 

• The employee will be interviewed the following day or at the earliest opportunity before 
recommencing their duties. The interview should be conducted in accordance with normal 
management investigation procedures. 

• Based upon the interview the Manager will form a judgement as to what action to take.  This 
may include; 

i) No formal action but the employee is reminded that working under the influence of 
drugs/alcohol is unacceptable, informed of the potential consequences and that a 
recurrence may invoke formal action under school’s disciplinary or capability procedure. 
This could well be the decision taken on a ‘one off’ incident by an employee with an 
otherwise good record. This should be confirmed in writing. 

ii) Formal action under school’s disciplinary or capability procedure. This will depend on the 
circumstances of each case e.g. the behaviour/conduct of the employee, the nature of 
their work, the disruption to school, whether this is a repeat offence, whether they admit 
to a problem and agree to seek help etc. If an employee is thought to be unfit for work 
through alcohol or drug misuse on a regular basis, s/he may be suspended from their 
duties where appropriate whilst any investigations take place, to minimise danger to 
themselves, other employees or pupils. 

iii) Irrespective of the decision above, the employee should be encouraged to seek support 
from the EH&WB Service.  

Use of medically prescribed drugs/medication 

Prescribed and over the counter medications are also covered by this guidance, in so far as they may 
cause side effects that may have potential safety implications. 

Should a member of staff be advised by a medical practitioner that they should notify his or her manager 
about any possible impact on his/her health and safety relating to his/her duties at work, the employee 
should raise these issues with management. 

A risk assessment may be carried out in relation to an employees current role and to identify possible 
alternative roles that could be considered whilst s/he is being prescribed medication. The manager may 
in turn seek advice from the EH&WS. An employee engaged on safety critical tasks might need to be 
provided with alternative work during periods of medical treatment. 

Employees obtaining treatment for themselves should be aware of any potential side effects and where 
possible seek out alternatives that do not impair performance through drowsiness or other symptoms. If 
in doubt an employee should self-refer, or be referred to the EHWS. 

Obligations of the Employer 

Along with their statutory responsibilities, the school is committed to promoting a safe and supportive 
environment in which to learn and work. 

In order to do so, it will: 
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• Inform employees about the potential consequences if they misuse alcohol or drugs at work in a 
way that affects their work performance, or the health and safety of themselves, their work 
colleagues or the pupils. 

• Identify and promote good practise, as it applies to the support and/or treatment of alcohol or 
drug misuse problems that impact on work. 

• Work with staff to create an understanding of what acceptable behaviour looks like.  

• Facilitate early recognition of, and provide support for any employee suspected of having 
problems with alcohol or drug misuse, encouraging and assisting employees with an alcohol or 
drug misuse problem to obtain help at an early stage. 

• Outline appropriate management action where an employee is suspected of having problems 
with alcohol or drug misuse. 

• Keep appropriate records which should be maintained by the relevant manager, ensuring 
confidentiality is maintained. The only exception to this may be where there is a public duty to 
disclose the information to relevant external agencies. 

• Take appropriate advice from Human Resources and/ or the Employee Health and Wellbeing 
service where necessary. 

• Undertake and regularly review risk assessments to identify and assess the risks associated with 
alcohol and drug misuse. The risk assessments will consider the scope of all work activities 
carried out by school and will comply with all relevant legislation. 

Obligations of Employees 
 
All employees must be made aware and comply with the requirement to ensure that their performance 
or ability to carry out their activities at work safely and competently is not impaired in any way.   
 
Specifically this means:- 

• Employees must not present themselves for work under the influence of alcohol or drugs so that 
their performance or ability to carry out their activities at work safely and competently is impaired 
in any way.  Nor should employees attend for work smelling of alcohol or drugs. 

• Employees must not consume alcohol during working hours (this would include breaks, lunchtime, 
and overtime); this list is not exhaustive. 

• Equally any employee whose role encompasses any of the above should be mindful that any 
alcohol/drug consumption, which is excessive outside working hours, may impact on their ability to 
undertake their employment safely, and put them, their colleagues or pupils at risk. 

• Consumption of alcohol or drugs during normal working hours or at any time on school premises or 
when representing the school is prohibited.  For clarity, ‘normal working hours’ will cover all 
periods of work. 

• Employees representing the school at conferences or organised social events during or outside 
normal working hours are expected to moderate their behaviour so as not to bring the school into 
disrepute. Employees must also remain aware of the law in relation to driving whilst under the 
influence of alcohol or drugs. 

• Incapacity and/or misconduct whilst under the influence of alcohol or drugs at work will be treated 
as a disciplinary offence. 

• If whilst under the influence of alcohol, drugs or other substances at work, an employee behaves in 
a way which could be regarded as gross misconduct, for example – carries out an assault, behaves 
indecently, causes malicious damage to property or threatens in any way the health or safety of 
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others etc then, irrespective of whether support may also be appropriate for an underlying 
problem, immediate disciplinary action should be considered.  

• No alcohol or non prescription drugs should be brought onto, bought, sold or consumed in or on 
school premises at any time.  Employee’s found in possession of illegal drugs or selling, or 
attempting to sell illegal drugs will be reported to the police. 

• If any employee is issued with a caution/warning/conviction for Alcohol or drug related offences 
including driving offences, during their employment, it is their duty to inform their line manager of 
the sanction.  

 
Failure to comply with these requirements will be treated as a disciplinary offence, may constitute gross 
misconduct and will be dealt with under schools disciplinary or capability procedure and may result in 
dismissal. 

Review of the Guidance 
 
This guidance will be reviewed and updated as and when required but this will be done at least once 
every 12 months. 
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Introduction 

The school believes that flexible working can increase staff motivation, promote work-life balance, 
reduce employee stress and improve performance and productivity. 

From 30 June 2014, all employees who have a minimum of 26 weeks' continuous service have the right 
to request flexible working and to have their request considered seriously by school. Employees who 
make a request to work flexibly before 30 June 2014 must do so under the school’s policy that is 
applicable at that time. 

Requests for flexible working 

A request for flexible working could include a request for a change to the number of hours that the 
employee works, a request for a change to the pattern of hours worked, a request to job share or a 
request to perform some or all of the work from the employee's home. 

All requests must be made in writing by filling in the requisite application form, which is available from 
school. Any request made under this policy must include: 

• the date of the application; 

• the changes that the employee is seeking to his/her terms and conditions; 

• the date on which the employee would like the terms and conditions to come into effect; 

• what effect the employee thinks the requested change would have on the organisation; 

• how, in his/her opinion, any such effect might be dealt with; 

• a statement that this is a statutory request; 

• whether or not the employee has made a previous application for flexible working; and 

• if the employee has made a previous request, when the employee made that application. 

Where the request is being made by a disabled person as part of a request for a reasonable adjustment 
to his/her working arrangements, the employee should state this in the written application. 

School should not reject out of hand a request that does not contain the required information. The 
employee’s line manager should explain to the employee what additional or amended information 
he/she needs to provide and ask the employee to resubmit the request. 

Meeting to discuss a flexible working request 

Once the Headteacher receives the request, it will be dealt with as soon as possible, but no later than the 
deadline set out below. The Headteacher will usually arrange a meeting to deal with the request. Where 
a request can be approved without further discussion in line with the terms stated in the employee's 
written application, a meeting will not be necessary. 

An employee should be given the right to be accompanied by a work colleague or a trade union 
representative at any flexible working meeting. The meeting should take place in a private meeting room 
so that the discussion is kept away from other employees. The aim of the meeting is to find out more 
about the proposed working arrangements and how they could be of benefit to both the employee and 
school. 
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Outcome of a flexible working request 

After the meeting, the Headteacher will consider the proposed flexible working arrangements carefully, 
weighing up the potential benefits to the employee and to the school against any adverse impact of 
implementing the changes. Each request will be considered on a case-by-case basis: agreeing to one 
request will not set a precedent or create the right for another employee to be granted a similar change 
to his/her working pattern. 

The employee will be informed in writing of the decision as soon as is reasonably practicable after the 
meeting, but no later than the deadline set out below. The request may be granted in full or in part: for 
example, the organisation may propose a modified version of the request, the request may be granted 
on a temporary basis, or the employee may be asked to try the flexible working arrangement for a trial 
period. The employee will be given the right to appeal the decision if the employee's request is not 
upheld or is upheld in part. 

Reasons for turning down a flexible working request 

The Headteacher/Governors will give reasons for the rejection of any request. Those reasons must be for 
one or more prescribed business reasons, which are: 

• the burden of additional costs; 

• an inability to reorganise work among existing staff; 

• an inability to recruit additional staff; 

• a detrimental impact on quality; 

• a detrimental impact on performance; 

• a detrimental effect on ability to meet customer demand; 

• insufficient work for the periods the employee proposes to work; and 

• a planned structural change to the business. 

The Headteacher/Governors must not reject a request for any other reason. 

Flexible working requests that are granted 

If the request is upheld, the employee and the Headteacher will discuss how and when the changes will 
take effect. Any changes to terms and conditions will be put in writing and sent to the employee as an 
amendment to his/her contract of employment/written statement of terms and conditions of 
employment as soon as is reasonably practicable. 

Timescales 

All requests will be dealt with within a period of three months from first receipt to notification of the 
decision on appeal. The Headteacher should hold the meeting within [28 days] of receiving the request 
and notify the decision to the employee within [14 days] of the meeting, so that there is enough time for 
any appeal to be concluded. Employees who are dissatisfied with the outcome of their request are 
allowed to lodge an appeal within [14 days] of the notification, with the appeal to be heard within [14 
days]. The employee will be informed of the outcome of his/her appeal within [14 days] of the appeal 
meeting. These time limits may be extended where both the employee and school are in agreement. For 
example, the Headteacher and the employee may agree to extend the time limit to give the employee a 
trial period on the flexible working arrangements. 
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Problems with a flexible working request 

If an employee is dissatisfied or unclear at any stage throughout the process, he/she should seek 
clarification from the Headteacher. If an employee is dissatisfied with the way in which his/her request 
has been handled, he/she can raise a grievance under the school's grievance procedure. 

Headteachers who receive a request will have regard to the school's equal opportunities policy when 
considering the request. 

If an employee fails to attend a meeting, including an appeal meeting, and then fails to attend a 
rearranged meeting without good reason, his/her application will be deemed to have been withdrawn. 
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• ATTENDANCE MANAGEMENT POLICY FOR SCHOOL STAFF: 

Summary of key changes to Attendance Management Policy December 2017 
 

1. Change of Wording in section 4.3 on p16 relating to Medical Capability. The new wording 
states: 
 

“If, following advice from EH&WU, it appears that the employee is probably not going to be 
able to return to their role within a reasonable period of time and it appears that the 
employee is unlikely to be able to provide regular and efficient service after all reasonable 
adjustments have been considered then the employee may be asked to attend a Medical 
Capability Hearing.” 
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Attendance Management Policy Statement 
 

1.1 The Principles of this Policy 
 
As a responsible employer [Name of School] is committed to maintaining the health, safety and welfare 
of our staff, providing a positive and healthy working environment and recognising the value of their 
work/life balance. Regular attendance at work is part of every employee's contract of employment and it 
is the expectation of the management of the school that all our staff will maintain good attendance. 
However, it is recognised that, occasionally, employees will have genuine health reasons that result in 
them being absent from work. On those occasions the school will offer support to the employee during 
their absence with the aim of facilitating their return to work at the earliest opportunity. 
 
The overall aim of the Attendance Management policy is to minimise staff absence in the school and to 
advise employees on how they may be supported when they are unable to attend work due to ill health 
and the possible implications of poor attendance. This policy also provides a fair and consistent 
framework for managing staff attendance and includes information for employees that details their 
responsibilities in relation to attendance at work. 
 
Under the Equality Act (2010), management will make all reasonable efforts to allow employees with a 
recognised disability, or who become disabled, to continue their employment with the school 
 
The school has no right, in law, to be made aware of either the reason for an employee’s absence nor the 
content of any medical report from either the GP or the EH&WU without the express consent of the 
employee. 
 

1.2 The School's Responsibilities 
 

• To ensure employees are aware of the attendance management procedures including the 
conditions of the sick pay scheme. 

• To keep records of all sickness absence, including reasons. 

• To maintain reasonable contact with employees, including meeting with them, during their 
absence and on their return to work, regardless of the duration of the period of absence. 

• To regularly monitor and review sickness absence across the school. 

• To determine the appropriate course of action with an employee when their sickness absence 
level has reached an unacceptable level. 

 

1.3 Employee Responsibilities 
 

• To attend work when fit to do so. 

• To comply with the school’s procedure for notifying sickness absence. 

• To maintain reasonable contact with the school and to attend meetings when required during 
any periods of absence. 

• To make arrangements for another person, e.g. trade union representative or family member, to 
maintain contact on their behalf if they are not well enough to do so themselves. 

• To attend any appointments with the Employee Health and Wellbeing Unit (EH&WU) should they 
be asked to do so. 

Attendance Management Procedure 
 

 2.1 Reporting sickness absence 
 



105 

 

A clear reporting process is key to helping the school make the necessary arrangements to cover staff 
sickness absence. This could be short-term supply cover or longer term arrangements if an employee is 
absent for a longer period. 
 
The management of the school has a reporting procedure which must be followed by all staff in the event 
that they are absent due to sickness. Failure to follow this procedure may result in sick pay being withheld 
and/or the absence being treated as unauthorised in accordance with the school's disciplinary procedure. 
 

• On the first day of sickness absence the employee must telephone [Name of Nominated Person] 
on [Telephone Number] by no later than [Time] or as soon as reasonably practicable given your 
hours of work. 

• If the sickness absence occurs during the school holidays and there are no staff in school, the 
employee should contact PACT HR directly on 01274 436644. PACT HR will record details of the 
absence on behalf of the school. 

• The employee must notify the [Name of Nominated Person]/ PACT HR of the reason for their 
absence and give a reasonable estimate of how long they may be absent.  

• The employee has a duty to maintain contact with the school/PACT HR for the duration of their 
absence. If the absence persists for longer than 7 consecutive days, the employee must submit a 
doctor’s fit note to the school. 

 

2.2 Sick Pay 
 
The entitlement to sick pay is based on an employee’s length of service. For teachers this is aggregated 
service as a teacher within any Local Education Authority and may also include service with Academies or 
other educational establishments. For all other staff it is continuous service with any public authority to 
which the Redundancy Payments Modification Order 1999 applies. Full details of sick pay entitlements 
may be found in Teachers’ Local Conditions of Service (White Book) and the Officers’ Terms and 
Conditions of Service (Blue Book).  
 
If school management is concerned that the reason(s) given for an employee's absence/s may not be 
genuine, then action under the school's disciplinary procedure may be commenced as this would be 
considered a conduct issue. 
 
The school may withhold basic pay where the employee fails to follow the schools sickness absence 
reporting procedures. 
 
Where an employee who sustains an injury outside of work is off sick as a result of this and makes a claim 
against a third party for loss of earnings they must inform their employer. This is so that the school/council 
can recoup the sick pay as otherwise potentially the employee is receiving payment for loss of earnings 
twice. 
 
Staff who are absent from work due to sickness should not participate in any other form of work (paid or 
unpaid) during their normal working hours without the prior written authorisation of the school, and on 
medical advice. Failure to notify the school may result in sick pay being withheld. It is the responsibility of 
the employee to notify the school if they are undertaking therapeutic work whilst off sick. The member 
of staff should consult with Employee Health and Wellbeing as to the advisability of working whilst sick. 
However, it is possible for a member of staff to have two (or more) jobs (with differing working hours)  
and be unable to attend one due to illness but able to continue to work in another. 
 
The employee must do all that is reasonably possible to recover from their illness/absence. Sick pay may 
also be withheld if it is deemed that the employee is acting in a way that could delay their recovery and 
return to work. 
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Periods of sickness absence which are fewer than 8 weeks apart are called linked absences. This is because 
they are linked as one period of incapacity for work (PIW) for payment of Statutory Sick Pay (SSP) 
purposes. This means that, if an employee is sick for a second time during an eight-week period, and the 
total absence is 4 days or more, SSP should be paid from the first day of the second absence. Odd days of 
sickness do not form a PIW and cannot link. 
 

2.3 Statutory Sick Pay (SSP) 
 
In order to qualify for SSP an employee must: 
 

• Be sick for at least 4 or more consecutive days(including weekends and bank holidays) as SSP is 
not payable for the first 3 days of any period of absence (unless it is a linked absence); and 

• Earn an average of not less than the current lower earnings limit for National Insurance 
Contributions (NIC). 

 
SSP is paid to the employee by the school for up to a maximum of 28 weeks. 
 
 

2.4 Surgery Not for Medical Reasons 

If a member of staff elects to have surgery that is not medically necessary, time off may be paid or unpaid 
at the discretion of the governing body. However, as there is no automatic entitlement to time off, either 
paid or unpaid for an employee to undergo surgery not for medical reasons the management of the school 
may choose not to grant time off. 

Any time off that may be granted, whether paid or unpaid, will be subject to the needs of the school at 
the time. An employee is only entitled to statutory sick pay (SSP) if they are unfit for work. 

2.5 Returning to Work 
 
An employee who has been given a “fit to work” note from their GP and/or a ‘Return to Work Plan’ from 
the Fit to Work Service (please see Page 7 of this document for more information about the Fit to Work 
Service) no longer needs a ‘signing off’ note.   
 
A fit note from the GP should state the period (or dates) that the employee will be unfit and whether they 
will need to assess the employee again.  If the GP has not advised that they need to see the employee 
again, then the employee should return to work on expiry of the fit note. However there may be occasions 
where school management may ask the employee to get further advice from their GP regarding returning 
to work or make a referral to EH&WU for advice. 

If the fit note/return to work plan advises - 'may be fit for work taking account of the following advice'.  

This might mean considering a number of options including:  

• A phased return to work (which could be reduced hours or duties or a combination of both). 

• Flexible working. 

• Amended duties or workplace adaptations. 
 
It is important that a meeting takes place prior to the employee’s return to work to discuss any 
adjustments suggested by their GP, the Fit for Work Service or EH&WU. Employees should inform the 
school of the date they intend to return to work as soon as they are able to do so. 
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If a member of staff becomes fit to return to work during a school holiday and there is no-one in school 
to advise, they should contact the PACT HR helpdesk on 01274 436644, or their payroll provider. 
 
If school has doubts on the authenticity of a fit note or suspects the member of staff has changed any of 
the information contained within it this may be deemed as fraud and may result in disciplinary action 
being taken.   
 

2.6 Employee Health and Wellbeing Unit (EH&WU) 
 
The school may refer the employee to the Employee Health and Wellbeing Unit who can advise on matters 
such as: 
 

• When the employee may be fit to return to their role. 

• The employee's ability to carry out their role. 

• Whether the employee would be considered disabled under the Equality Act (2010) and whether 
any adjustments or modifications should be considered that may assist the employee in carrying 
out their role, for example a higher trigger point or target. 

• If the employee is (or will soon be) unable to carry out their role, whether they may be able to 
carry out alternative duties either within the school, and if any adjustments or modifications 
should be considered to assist the employee in carrying out alternative duties.  

 
The school has a duty of care to its employees to consider all appropriate support options including 
reasonable adjustments or phased returns to work. 
 
It is recommended by the EH&WU that for employees experiencing stress, anxiety or depression or a 
neck, shoulder or back condition, an immediate referral is made and a stress risk assessment is 
undertaken. 

NB: Where employees fall under the Equality Act 2010, employers have a duty to make reasonable 
adjustments where appropriate. Time off to attend medical appointments could be considered a 
reasonable adjustment. What is reasonable for the employer to do will depend on the circumstances of 
the particular case and the needs of the school. Advice should be sought from the school’s HR Advisor. 

2.7 Fit for Work Service 
 
GP’s may also consider referring employees to the government’s Fit for Work Service should the 
employees absence be expected to extend beyond 4 weeks in duration and where there is a good chance 
of them returning to work within 3 months. 
 
The Government’s Fit for Work scheme, is a free service which provides an occupational health 
assessment as well as general health and work advice to employees, employers and GPs to help 
individuals stay in or return to work.  
 
The Government’s Fit for Work scheme, will provide a new fit note based on the telephone assessment 
and a Return to Work Plan to help support the employee back to work. The Return to Work Plan will be 
shared with their GP and employer, subject to the employee’s consent. A Return to Work Plan can be 
used in place of a fit note.  
 
In assisting the employee with their Return to Work Plan the Fit for Work Service may contact school; 
should this be the case please contact your HR Advisor for further guidance.  
 
This scheme does not replace the Councils Employee Health and Wellbeing provision.   
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2.8 Medical Suspension 
 
There are a number of circumstances where it may be necessary to suspend an employee on medical 
grounds. If a situation arises where this is being considered, advice should be sought from the school’s 
HR Advisor immediately.   
 
Reasons for a decision to medically suspend may include protection of the person’s own health and 
wellbeing, as well as the health and welfare of other staff and pupils who may be put at risk by the medical 
condition of an employee. EH&WU may recommend medical suspension to management, via the school’s 
HR Advisor. Medical suspension is on full pay and the school must give consideration to the appropriate 
next steps to be taken once medical suspension is actioned. The next steps will be informed by the medical 
evidence available and the suspension should be reviewed on a regular basis. 
 

2.9 Return to Work Interview  
 
Following a period of 1 day’s sickness absence or more a return to work interview should take place with 
the employee.  
 
Ideally this should be done on the employee’s first day back at work or no later than 3 days after their 
return to work. The meeting will be held by the employee’s line manager or head of department.  
 
The purpose of the interview is: 
 

• to welcome the employee back to work, advise them of any events or changes that have taken 
place during their absence and to ensure that they are completely fit for work or whether they 
need extra support for a period of time and whether a referral to EH&WU is necessary; 

• to make employees aware if they are near to, or have exceeded the trigger points (outlined in 
section 3 below) or, if their absence is generally a cause for concern and the possible implications 
of this. The discussion that takes place will depend on their absence history. A record of the 
interview must be made and this should be signed by the manager and employee with a copy 
given to the member of staff and one placed on their personnel file; and 

• if appropriate, set the employee a period of informal monitoring which may include targets. 

• if appropriate, to advise the employee of the next stage in the process, for example a stage 1 
Absence hearing. 
 

A template return to work interview record form can be found on the PACT HR Website. 
 
NB: It is recognised that on occasion HR support may be required at a return to work interview. In this 
instance, the employee should be given appropriate notice and will have the right to be accompanied by 
a trade union representative or a work colleague. 
 

2.10 Right to be accompanied 
 
An employee has the right to be accompanied at each absence hearing by a trade union representative 
or a work colleague only. 
 
The companion should be allowed to address the meeting to put and sum up the member of staff’s case, 
talk things through at the meeting and confer with the member of staff. 
 
The companion does not, however, have the right to answer questions on the member of staffs’ behalf, 
address the meeting if the member of staff does not wish it or prevent the school from explaining the 
management case. 
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It is the responsibility of the member of staff concerned to arrange their own accompaniment, provide 
them with copies of any paperwork and inform the relevant person conducting the meeting who this will 
be. 

3 Short Term Absence Management  
 
The trigger points in the policy should not be used as an automatic mechanism for taking action, any 
further action will depend on the actual reasons for the absence/s. All individual circumstances should 
be carefully considered in order to treat all employees fairly and consistently. 
 

3.1 How Attendance will be reviewed 
 
To manage attendance effectively, sickness absence should be regularly and consistently reviewed. 
There are pre-determined trigger points which will identify when an employee's absence has reached a 
point where it may be a cause for concern. These are: 
 

• 3 or more occurrences of sickness absence in any 6 month period  

• 7 or more days sickness absence in any 12 month period  

• 4 weeks continuous sickness absence.  

• If a particular pattern of absences seems to be developing e.g. every Monday, before school 
closures etc. 

 
NB:  for part time staff this should be pro rata 
 

3.2 Procedure 
 
This procedure is for managing persistent, short-term, sickness absence.  
 

3.2.1 Stage 1 Absence Hearing 
 
If an employee’s sickness absence levels have not improved, despite being discussed in their Return to 
Work Meetings, and the employee has reached the trigger points (see above), the Headteacher may 
invite the employee to a Stage 1 Absence Hearing 
 
The Headteacher will set a date for the hearing, advising the employee of the date, time and venue and 
their right to representation. The employee must receive a minimum of 5 working days notice in writing 
of the hearing including any evidence to be discussed (including any medical evidence) and advise the 
employee that it is their responsibility to seek the support of their representative (either Trade Union or 
work colleague).  The school where possible, will liaise with trade union representatives, in order to try 
and find a mutually convenient date and time for the hearing, within the necessary timescales. 
 
The employee may request an adjournment of up to 5 working days if their representative is not able to 
attend on that particular date. However, it is important to note that only one such adjournment may be 
accommodated. Alternatively the re-arranged hearing may go ahead whether or not the member of 
staff or their representative is in attendance. The employee will be notified of any decisions made in 
relation to the management of their absence. 
 
The Headteacher should ensure that the information they have about the employee’s sickness absence 
is reliable and that any support that has been provided to the employee via the return to work meetings 
and any referral to EH&WU has been documented.  Any medical evidence or other relevant information 
that the employee wishes the Headteacher to consider should be submitted prior to the hearing and 
more time may be allowed for both parties if further information needs to be collected. 
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In the Stage 1 Absence Hearing the Headteacher must:- 

 

• Explain the concern about the level of absence and why it is of concern to the school. 

• Explore the reasons for absence and whether there are factors inside or outside of work that 
may be causing the absence. 

• Listen to the member of staff and respond appropriately. 

• Consider whether to refer the case to the EH&WU, if this has not already been done. 

• Advise that sustained improvement in attendance is expected and set an appropriate 
monitoring period together with targets for improvement. 

• Identify any support required to assist the employee in addressing their level of absence. 
 
 
 
Potential Outcomes: 
 

• No further action is required at this stage. 

• Set/extend a period of informal monitoring. 

• Give the employee a Stage 1 warning, to remain on file for 6 months, set a monitoring period 
and explain that continued failure to improve attendance to the required level may result in 
moving to the next stage in the procedure. 

 

3.2.2 Stage 2 Absence Hearing 
 
If no improvement has been made by the end of the monitoring period set previously or the targets set 
have been exceeded, the Headteacher will invite the employee to attend a Stage 2 Absence Hearing. 
 
The Headteacher will set a date for the hearing, advising the employee of the date, time and venue and 
their right to representation. The employee must receive a minimum of 5 working days notice in writing 
of the hearing including any evidence to be discussed and advise the employee that it is their 
responsibility to seek the support of their representative (either Trade Union or work colleague).  
 
The employee may request an adjournment of up to 5 working days if their representative is not able to 
attend on that particular date. However, it is important to note that only one such adjournment may be 
accommodated. Alternatively the re-arranged hearing may go ahead whether or not the member of 
staff or their representative is in attendance. The employee will be notified of any decisions made in 
relation to the management of their absence. 
 
The Headteacher should ensure that the information they have about the employee’s sickness absence 
is reliable and that any support that has been provided to the employee via the return to work meetings 
and any referral to EH&WU has been documented. Any medical evidence or other relevant information 
that the employee wishes the Headteacher to consider should be submitted prior to the hearing. 
 
More time may be allowed for both parties if further information needs to be collected. 
 
In the Stage 2 Absence Hearing the Headteacher must:- 
 

• Explain their concern about the continued level of absence and why it is of concern.  

• Explore the reasons for absence and whether there are factors inside or outside of work that 
may be causing the absence. 

• Listen to the employee’s case and respond appropriately. 

• Consider whether to refer/ re-refer the case to the EH&WU, if this has not already been done. 

• Advise that sustained improvement in attendance is expected and set an appropriate 
monitoring period and targets for improvement. 
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• Identify any support required to assist the employee in addressing their level of absence. 
 
Potential Outcomes: 
 

• No further action is required at this stage. 

• An extension of monitoring and support within Stage 1 of the formal process. 

• Give the employee a Stage 2 warning, to remain on file for 9 months, set a monitoring period 
and explain that continued failure to improve attendance to the required level will lead to a 
Stage 3 Absence Hearing which could result in dismissal. 

 
If there has been no improvement by the end of the set monitoring period or the targets set have been 
exceeded at any point during the set monitoring period, the Headteacher must arrange a Stage 3 
Absence Hearing which could result in the member of staff being dismissed. This Hearing will be heard 
by the Governors of the School. 
 

3.2.3 Stage 3 Absence Hearing 
 
The employee must receive at least 10 working days’ notice in writing of: 
 

• the reason for the hearing and the date, time and venue; 

• the stage reached in the procedure and who will be attending, including witnesses to be called; 

• any evidence to be relied on by school management, as part of the hearing, including any 
medical evidence 

• the right to be accompanied by a trade union/professional association representative or work 
colleague not involved in the case. (No other individual may accompany the employee.); 

• the requirement for confidentiality and details of the possible outcomes of the hearing; 

• the requirement for the employee to provide, at least 3 working days before the hearing, all 
documents that he/she intends to present at the hearing. The documents must be supplied to 
the clerk to governors.  

 
The employee may request an adjournment of up to 5 working days if their representative is not able to 
attend on that particular date. However, it is important to note that only one such adjournment may be 
accommodated. Alternatively the re-arranged hearing may go ahead whether or not the member of 
staff or their representative is in attendance. The employee will be notified of any decisions made in 
relation to the management of their absence. 
 
The Stage 3 Absence Hearing will be conducted by a Committee of the school's Governing Body.  
 
The purpose of the Stage 3 Absence Hearing is to consider whether the employee is capable of 
continuing employment with the school taking into account their health and level of attendance and the 
impact this has had on their ability to perform their role effectively. Account will also be taken in 
relation to the school’s ability to sustain the employee’s level of attendance. 
 
Potential Outcomes: 
 

• If the case for dismissal is not established, a formal warning appropriate to the circumstances of 
the case may be issued.   

• If the Governors decide that the employee’s attendance is not acceptable and is unlikely to 
improve, the employee may be dismissed with notice on the grounds of failure to sustain the 
required levels of attendance. 

 
If the Governors decide to dismiss the employee on the above grounds, the employee will be informed 
of that decision, in writing, by the Chair of the panel and will be advised of their right of appeal.  
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NB: In a Community or Voluntary Controlled school (whose staff are employed by Bradford Council), the 
employee will also receive a letter from the Director of Children’s Services who will confirm dismissal 
from the Local Authority. 
 
In a Voluntary Aided, Trust or Foundation school or in an Academy (whose staff are employed by the 
Governing Body), the letter to the employee from the Chair of the Committee formally confirms 
dismissal. 
 

Warnings 
 
A Stage 1 Warning will stay on the employee’s record for 6 months.  
 
A Stage 2 Warning will stay on the employee’s record for 9 months. 
 
If the employee fails to meet set targets in the specified review period, this may result in them moving 
to the next stage in the procedure before the previous warning period expires. 
 
NB: It should also be noted that, where there is a history of formal absence warnings that result in a 
successful monitoring period which is then immediately followed by further absences, the school may 
not re-commence the informal attendance monitoring process but move instead to the next stage in the 
formal procedure. 
 
In extenuating circumstances it may be deemed necessary to commence the absence management 
process at a later stage. This may be where the level of absence continues to be a serious concern, has a 
serious impact on the school and is unsustainable.  
 

3.2.4 Appeals 
 
Employees have a right of appeal and any appeal arising as a result of a warning or dismissal must be 
made in writing to the Clerk of Governors within 10 working days of receiving notice from the 
Headteacher or Chair of the Committee of the outcome of the hearing. 
 
If the employee submits an appeal, he/she will be invited to an Appeal Hearing where their case will be 
heard by a further Committee of the Governing Body. School should consider at this stage whether it is 
necessary to re-refer the Employee to EH&WU. The outcome of the Appeal Hearing will be confirmed in 
writing to the employee. There is no further level of appeal. 
 
The employee may request an adjournment of up to 5 working days if their representative is not able to 
attend on that particular date. However, it is important to note that only one such adjournment may be 
accommodated. Alternatively the re-arranged hearing may go ahead whether or not the member of 
staff or their representative is in attendance. The employee will be notified of any decisions made in 
relation to the management of their absence. 
 
NB: It should also be noted that, if the member of staff fails to offer an alternative date for a hearing 
within the required timeframes, then a date will be set by school management (either the Headteacher 
or Chair of the panel). This is the case for hearings of any nature, whether Headteacher or Governors. 
Unnecessary delays to any hearing are not acceptable and not in the interest of either the school or the 
member of staff.  
 

3.2.5 Managing Headteacher Sickness Absence 
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In the case of Headteacher sickness absence, The Absence Management Procedure will be managed by 
the Chair of Governors. The Chair of Governors is advised to contact their HR Advisor in these 
circumstances.  
 
All Sickness Absence Hearings relating to Headteacher sickness absence will be conducted by the 
relevant Committee of the school's Governing Body. 

4. Long Term Sickness Absence Management  
 
4.1 Where an employee is absent from work for 4 weeks or more they will fall within the scope of the 
long term sickness absence management procedure. 
 
It is recommended by the EH&WU that for employees experiencing stress, anxiety or depression or a 
complaint such as a neck/shoulder/back condition, an immediate referral is made and a stress risk 
assessment is undertaken. 
 
The school will maintain regular and supportive contact with the employee, which may include regular 
review meetings to discuss their continuing absence, a timeframe for their return to work and any 
reasonable adjustments that the school may be able to consider to assist them in a speedy return to work. 
 

4.2 Alternative Venues 
 
In some circumstances it may be appropriate for management to arrange a venue other than the school 
for meetings. 
 

4.3 When Medical Capability is being considered 
 
If, following advice from EH&WU, it appears that the employee is probably not going to be able to return 
to their role within a reasonable period of time and it appears that the employee is unlikely to be able to 
provide regular and efficient service after all reasonable adjustments have been considered then the 
employee may be asked to attend a Medical Capability Hearing. 
  

4.4 Pre-Medical Capability Meeting 
 
Prior to a Medical Capability Hearing a preliminary meeting should take place in order to discuss the 
following: 
 

• The history of the employee's absence. 

• Any reasonable adjustments that have been made or considered. 

• If and when the employee may be able to return to work or start providing regular and efficient 
service. 

• Any redeployment options that have been considered within the school.  

• The up to date medical advice. 
 

The employee has the right to be accompanied at the pre-medical capability meeting by a trade union 
representative or work colleague. It is important to note that this is a formal meeting to advise the 
employee that the situation has become serious and that consideration is being given to the viability of 
their ongoing employment with the school. 
 
If, following this meeting, school management remain of the opinion that the employee is not able to 
return to work within a reasonable period of time and that their absence cannot be sustained or that they 
will not be able to fulfil the requirements of their contract of employment, the employee should be asked 
to attend a Medical Capability Hearing. 
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4.5 Medical Capability Hearing 
 
The Medical Capability Hearing will be conducted by a Committee of the school's Governing Body. The 
purpose of the Hearing is to consider the viability of the employee's continuing employment with the 
school. The employee must receive 10 working days notice in writing of the hearing including any 
evidence to be discussed, including any medical evidence to be relied on by school management. 
 
The committee will consider dismissal on the grounds of medical capability where:  
 

• EH&WU have stated that the employee is permanently unfit to work, or 

• EH&WU are unable to provide evidence of when the employee will be able to return to work, or 

• EH&WU cannot confirm that the employee is likely to be able to provide a reliable and efficient 
service. 

 
In the event that an employee has failed to either attend appointments with EH&WU or give permission 
to release medical reports to the school, meaning that there is no medical evidence to consider, the 
Committee will consider their  decision based on the information presented at the Hearing. 
 
The employee has the usual right to be accompanied or represented at the Medical Capability Hearing. 
Any documents/information that the employee wishes the Committee to consider should be submitted 
at least 3 working days prior to the Hearing to the Clerk to Governors of the school. 

 
The employee may request an adjournment of up to 5 working days if their representative is not able to 
attend on that particular date. However, it is important to note that only one such adjournment may be 
accommodated. Alternatively the re-arranged hearing may go ahead whether or not the member of staff 
or their representative is in attendance. The employee will be notified of any decisions made in relation 
to the management of their absence. 
 
Where an employee fails to confirm their attendance at the Medical Capability Hearing, the Committee 
may decide that the hearing can go ahead in their absence. 
 
If the Committee decides to terminate the employee’s employment on the grounds of Medical Capability, 
the employee will be informed, in writing, of the decision to dismiss them and their right of appeal and 
will be paid the appropriate amount of notice. 
 

4.6 Appeals 
 
Any appeal arising as a result of a Medical Capability Dismissal must be made in writing to the Clerk of 
Governors within 10 working days of receiving a letter from the Chair of the panel of the outcome of the 
hearing. 
 
If the employee submits an appeal, he/she will be invited to an Appeal Hearing where their case will be 
heard by a different Governing Body panel. Both the employee and the school may provide additional 
medical information for consideration at the Appeal Hearing. 

 
The employee may request an adjournment of up to 5 working days if their representative is not able to 
attend on that particular date. However, it is important to note that only one such adjournment may be 
accommodated. Alternatively the re-arranged hearing may go ahead whether or not the member of staff 
or their representative is in attendance. The employee will be notified of any decisions made in relation 
to the management of their absence. 
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The outcome of the Appeal Hearing will be confirmed in writing to the employee. There is no further level 
of appeal. 
 

4.7 Conflicting Medical Advice 
 
Where there is conflicting medical advice, the matter will be submitted to an independent medical referee 
that has been agreed by both parties. 
 

4.8 Redeployment 
 

There may be some instances where an employee is fit to return to work but not necessarily to the role 
they were originally employed to undertake. Redeployment to a different role can then be considered. 
Headteachers are advised to look at any existing and possible future vacancies in the school in the first 
instance and discuss these with the employee in terms of their eligibility (including consideration of 
reasonable adjustments and training, as appropriate).   
 
Following a dismissal on grounds of medical capability wider redeployment within the Council may be a 
possibility. If this is the case, a meeting between a representative from the Council’s Corporate HR 
Department and the member of staff will be arranged. This meeting will be to consider alternative roles 
within the Council (including consideration of reasonable adjustments, as appropriate). At this meeting 
the employee will have the usual right to be accompanied by a trade union representative or work 
colleague. The member of staff will be placed on the redeployment register and access to the Councils 
redeployment vacancies will be granted for the duration of the employees notice period.  
 

4.9 Ill-Health Retirement 
 
The EH&WU may advise that an employee who is contributing to the West Yorkshire Pension Fund (WYPF) 
or Teachers’ Pensions (TP), could be considered for Ill-Health Retirement.  
If an employee seeks advice with regard to ill-health retirement he or she should be referred to EH&WU. 
The school should seek support with this process from your HR Advisor.  
 
 
Support Staff 
 
If appropriate, the EH&WU Advisor will advise the school that they will support Ill-Health Retirement and 
will complete the relevant medical documentation. This will be sent to the WYPF alongside other relevant 
documents. In order to terminate the individual’s employment the school will need to hold a Governors 
hearing to dismiss the employee on the grounds of medical capability. 
 
Teachers  
 
If appropriate, the EH&WU Adviser will advise the school that they will support Ill-Health Retirement but 
the process is significantly different to that of support staff. EH&WU can only recommend Ill-Health 
Retirement, the final decision is made by Teachers Pensions (TP). Under these circumstances the 
employee will be required to apply for ill-health benefits, completing an application form and a medical 
evidence form. A teacher may be granted ill-health retirement by TP either where they have resigned on 
grounds of ill health or been dismissed on grounds of medical capability. However there is no guarantee 
of being granted Ill-Health Retirement as the decision is made by TP. 
 

4.10 Accrual of Annual Leave during Sick Leave 
 
Employees have the right to accrue annual leave during sickness and to take this upon their return or 
carry it forward into the next leave year. The time an employee takes leave will be agreed by management 
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in line with the needs of the school. All full time employees are entitled to 28 days (5.6 weeks) of statutory 
annual leave under the Working Time Regulations 1998. However, in schools, this entitlement to statutory 
annual leave can be offset by any periods of school closure, whether they occur before or after any period 
of sickness. Where there is insufficient school closure time to allow the statutory annual leave to be taken, 
employers should allow the member of staff to carry forward the leave, to be taken in future school 
closure periods.  
 
When a member of school staff commences sick leave, the amount of 'leave' they have taken in the 
current leave year will be established by the number of school closure days that have already occurred 
during the leave year. If this exceeds the entitlement to the statutory annual leave (28 days for a full time 
employee) there will be no further entitlement to leave. For more information advice will be sought from 
our HR Advisor. 
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Policy Statement  
 
The Governing Body regards the excellent attendance of both pupils and staff as integral to the 
success of the school.  
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The Governing Body recognises that the effectiveness of the school depends on the commitment of 
all staff. We also acknowledge that a fair and balanced policy on leave of absence and time off work 
contributes to the maintenance of staff morale and thereby to the success of the school.  
 
The Governing Body recognises that absence from duty by staff may be unavoidably required for a 
wide variety of reasons including compassionate grounds, jury service or for other family, personal, 
religious and professional reasons.   
 
High levels of absence among teaching and support staff can pose a serious problem for school in 
terms of disruption to teaching programmes, pupil’s learning and other areas of the schools work.  
Absence of any staff employed in schools during term time means some impact on the children’s 
education. Therefore, requests from any member of staff to be taken during term time must be 
regarded by all as the exception. Requests for leave of absence for the purpose of taking holidays 
and/or contributing to holidays will not be granted. 
 
Other than in exceptional circumstances or on compassionate grounds, leave of absence will not 
normally be approved in term time except as covered in conditions of service agreements or statute, 
Appendix 2. 
 
The Governing Body will observe the relevant conditions of service agreements and its statutory 
obligations regarding leave of absence. 

Procedure for Considering Requests for Planned Leave of Absence 
 

Requesting Leave of Absence 
 
Requests for planned leave of absence should be made in writing using a “Leave of Absence Request 
Form”.  This should be submitted to the Headteacher, and should include the full reasons for the 
request which make clear why the leave cannot be taken during a normal school closure period, and 
the dates and length of the period of leave of absence requested.   
 
The same process will be used by the Headteacher except that the request should be submitted to 
the Chair of Governors.  
 
The request should be made with as much notice as possible so that proper consideration can be 
give to the request and to enable appropriate cover to be arranged in the event of the absence being 
approved.  Other than in cases of emergency, a minimum of two week’s notice should be given for 
any requests for leave of absence for periods of up to 5 working days, and for longer periods a period 
of notice (excluding the summer break) equivalent to twice the length of the period of leave being 
requested.  Prior notice of more than three months is not required but would be helpful to the 
school for planning purposes. 
 
Staff should not under any circumstances make arrangements (bookings, flights etc) until approval 
for the absence has been given.  
 

Deciding on Leave of Absence requests 
 
   Requests for leave of absence will be considered taking into account 
 

• The principles of this policy 

• The best interests of the children and the school 

• Treating staff in a fair, reasonable and consistent way 

• National and local terms and conditions of employment 
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The Headteacher shall normally decide on requests for discretionary Leave of Absence on a paid or 
an unpaid basis, having regard to the relevant conditions of service and the policy of the governing 
body. In the case of extended leave and other exceptional circumstances a governors’ sub-
committee (SCHOOL TO SPECIFY) will make the decision. 
 
The Headteacher will approve all requests for non-discretionary absence (eg Jury Service, paternity 
leave etc) in accordance with legislative and conditions of service requirements, and irrespective of 
the length of the absence.  Where a non-discretionary absence amounts to more than 5 days the 
Headteacher will inform the Chair of Governors of the length of the absence and the reason for it. 
 
The Chair of Governors/Staffing Sub-committee (SCHOOL TO AMEND AS APPROPRIATE) will decide 
on all requests for leave of absence made by the Headteacher. 
 
All decisions will be confirmed in writing. In the case of refusal, reasons will be given. 
 
If the request is refused, the member of staff may appeal to the School’s Appeals Committee. The 
appeal should be made in writing within 10 working days of the original decision being given, stating 
the grounds for the appeal. The school grievance procedures will be used. There is no further level of 
appeal. 
 
NOTE: All parties need to be mindful of the time that could be required for the decision making 
process, including any potential appeal. 
 

Unpaid Leave 
 
The methods to be used for the calculation of adjustments to pay during periods of leave of  absence 
without pay are contained in the relevant conditions of service, applying to teachers (STP&C) and 
other staff (Conditions of service) 
 
Employees are not covered by the sickness absence scheme whilst on unpaid leave and therefore, 
are not entitled to receive occupational sick pay. Employees may be entitled to Statutory Sick Pay 
(SSP) and so should submit any medical certificates direct to the Payroll Team. 
 

Unauthorised Leave of Absence 
 
The taking of unauthorised leave of absence is automatically unpaid and may lead to disciplinary 
action resulting in a formal warning being issued, or dismissal where the circumstances would justify 
such action. 
 
Overstaying and late returns will be considered as unauthorised leave of absence. Staff must 
preserve any documentary evidence which shows that a late return was unavoidable (tickets, sick-
notes etc). 
 
Guidance on Contractual and Statutory Entitlements to Leave of Absence 
 
Time Off to Accompany a Colleague to a Discipline, Grievance or Flexible Working Hearing 
(Employment Rights Act 1999) 
 
Employees have the legal right to take paid time off work to accompany fellow employees of the 
same employer to certain disciplinary and grievance hearings.   
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Time Off For Job Hunting or to Arrange Training When Facing Redundancy (Employment Rights Act 
1996) 
 
An employee who is being made redundant is entitled to take reasonable time off with pay to look 
for another job, or to arrange training for future employment.  The employee, who must have at 
least 1 years’ continuous service (at the date the redundancy will take effect), can take time off 
within working hours while under notice.  
 
Time Off For Trade Union Duties (including Union Learning Representatives) and for Safety 
Representatives (Employment Act 2002) 
 
Employees carrying out these roles are entitled to reasonable paid time off work to undertake those 
duties and to undergo training.  See Local Conditions of Service. 
 
Time Off For Occupational Pension Scheme Trustees and Directors of Trustee Companies 
(Employment Rights Act 1996) 
 
Employees who are trustees of an occupational pension scheme or directors of Trustee companies 
are entitled to reasonable time off with pay to carry out any of their trustees’ duties or to be trained 
for those duties. 
 
Study Leave and Attendance for Examinations (Discretionary and Non-Discretionary) (see relevant 
conditions of service) 
 
For courses of training and study that are not directly related to the employee’s job, or have not 
been specifically approved by the governors, leave may be granted at the school’s discretion with or 
without pay. 
 
For courses of training and study approved by the governors leave with pay will be granted as 
necessary.  Conditions of Service for Support staff additionally allow half a day’s leave to prepare for 
each examination.  Any leave agreed to prepare for examinations will be approved subject to any 
practical and organisational constraints affecting the school. 
 

Bad Weather Conditions 
 
There may be circumstances when the employee is unable to attend work due to bad weather, but 
the school remains open as usual. All reasonable efforts should be made to attend work. Alternative 
arrangements may be agreed with the Headteacher, eg Working from home or at a different 
location.  
Where this is not possible, non attendance will normally be treated as unpaid leave, but exceptional 
circumstances may warrant paid leave. 

 

Attendance at Court Proceedings  
(see Juries Act 1974 and relevant conditions of service) 
 
Jury Service 
Staff required to attend for jury service should arrange for the loss of earnings certificate to be 
forwarded to the schools payroll team. The certificate will be returned to the member of staff 
completed to show to what extend the salary will be stopped during their absence. The amount will 
then be claimed from the court. 
 
Witness Summonses and Subpoenas 
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Staff subject to a witness summons or subpoena should be allowed paid time off work to attend 
court. 
 
Time Off For Medical Appointments (see relevant conditions of service) 
 
Where possible, school employees are expected to make appointments out of school time or as close 
to the start or end of the school day as possible. Routine GP or Dentist appointments will be unpaid; 
any time off for hospital appointments and blood donor sessions will be paid. All time off for 
appointments should be requested as far in advance as possible. An appointment letter/card or 
some other document showing that an appointment has been made should be shown to the 
Headteacher. 
N.B Employees covered by the Equality Act 2010, do not have a specific right to take reasonable time 
off to attend medical appointments, however employers have a duty to make reasonable 
adjustments where appropriate, which can include appropriate time off to attend medical 
appointments. What is reasonable for the employer to do will depend on the circumstances of the 
particular case. Please contact your HR Advisor for more specific advice. 
Time Off For Dependants (Employment Rights Act 1996, as amended by the Employment Relations 
Act 1999) 
 
Employees have a right to take a reasonable amount of time off work to deal with certain 
unexpected or sudden emergencies and to make any necessary longer term arrangements. The 
emergency must involve a dependant of the employee. According to the regulations, a dependant is 
the husband, wife, child or parent of the employee.  It also includes someone who lives in the same 
household as the employee. For example, this could be a partner or an elderly aunt or grandparent 
who lives in the household. 
 
In cases of illness or injury, or where care arrangements break down, a dependant may also be 
someone who reasonably relies on the employee for assistance.  This may be where the employee is 
the primary carer or is the only one who can help in an emergency; for example an aunt who lives 
nearby who the employee looks after outside work falls ill unexpectedly, or an elderly neighbour 
living alone who falls and breaks a leg, where the employee is closest on hand at the time of the fall. 
The right to time off does not extend to time off for domestic emergencies such as a breakdown of a 
heating boiler and unpaid time off for incidents of this kind is at the Headteacher’s discretion. 
 
The regulations do not give the right to paid time off for dependants. However, Teachers’ conditions 
of service provide for up to 2 days discretionary paid leave to care for members of the immediate 
family in the case of sickness.  Before requesting such leave staff are asked to consider whether 
there are any alternatives to taking time off work, including whether the need for time off to care for 
children is being fairly shared by any partner.    
 
The conditions of service (Blue Book) for support staff do not provide for paid time off to care for 
members of the immediate family in the case of sickness. 
 
Time Off For Religious Observance (see Teachers’ Conditions of Service and Code of Practice on 
Religious and Cultural Needs 1996)  
 
The Governing Body follows the LEA’s recommendation that teachers and support staff on term time 
contracts may take up to three days leave with pay for this purpose in each academic year.  This is a 
special arrangement for those staff who do not have a holiday entitlement other than during the 
school closure periods.  The days can be taken only for the purpose of attendance at a religious 
ceremony or for observation of a religious festival which the member of staff is under a moral 
obligation to attend or observe by reason of his/her membership of, or office in, a church or religious 
order.   
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The Council’s arrangements do not provide for paid time off to prepare for festivities or days which 
may be used as family celebrations which are not the specified dates for the religious event.  
 
If the religious ceremony or festival falls at a weekend the time off is not transferable to the 
following working day.   
 
Staff who are on all year round contracts must use their normal holiday entitlement for the purpose 
of religious observance. 
 
The school’s policy on the extended leave needed for Hajj is included at Appendix 1 to this 
document. Other requests for substantial religious leave will be considered on the same basis. 
 
Time Off For Public Duties and Activities (Employment Rights Act 1996 and relevant Conditions of 
Service) 
 
Subject to the needs of the school, employees are entitled to reasonable time off in order to carry 
out public duties and activities. 
 
For Teachers, the time off is on a paid basis to a maximum of 20 days or 40 half days (some re-
imbursement is available from the LEA).   
 
Full time support staff are entitled to 208 hours (approximately 28 days) paid leave for public duties 
each financial year, with entitlement for part-timers being pro-rata. 
 
Bereavement leave (see relevant Conditions of Service) 
 
All requests for bereavement leave will be treated sympathetically and, although granted at the 
discretion of the Headteacher or Chair of Governors, will not normally be refused without good 
reason. 
 
Teachers are allowed up to 2 days with pay for immediate family (with extra travelling time of up to 
3 days if necessary) see Appendix 2. 
 
Support staff are allowed up to 5 days with pay. 
 
For all staff the leave need not be taken continuously and can be taken in accordance with the 
practical needs and circumstances of each case.   
 

Time off to visit relatives abroad – Extended leave 
 
It is recognised that some employees have close relatives abroad whom they may wish to visit for an 
extended period.  In such circumstances, an employee may apply to take an extended period of 
unpaid leave.  All requests will be considered taking into account both the needs of the staff member 
and the needs of the school.  Staff are requested to arrange any extended leave to coincide with the 
main periods of school closure. If the period of leave would cause particular difficulty for the school 
the request may be refused or the staff member asked to reconsider the period for which leave has 
been requested.  
 
Support staff on all year round contracts may accumulate leave for the purpose of extended absence 
(see conditions of service).   
 
It is the policy of the Governing Body that permission to take extended leave to visit relatives abroad 
would not normally be granted more frequently than once in every five academic years although 
compassionate grounds will be taken into account. 
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Overstaying an approved absence may be considered as unauthorised absence (unless there are 
substantial grounds for having done so – staff in this situation should keep any evidence) and could 
lead to disciplinary action. 
 

Secondments, extended leave of absence, career breaks and extended study leave 
 
In the event that a member of staff requests an extended period of unpaid leave the Staffing Sub-
Committee / Committee of the Governing Body (enter name) will consider the request taking into 
account any financial, organisational or educational effects on the school, and the circumstances and 
reasons given by the individual. 
 
The Governing Body will not normally approve absences of more than two years in length and may 
require that the dates of commencement and ending are consistent with the practicalities of 
recruiting temporary cover staff.   
 
Right to Request Training (Section 63D of the Employment Rights Act 1996) 
 
Employees with at least 26 weeks service on the date that they make their request have a statutory 
right to request time off to train. If the employer accepts the request for time off for training (either 
in full or part), there is no duty to pay the employee for the time they are absent from work to 
undertake the training and no duty to meet the cost of the training or qualification. For more 
information please refer to the school’s Right to Request Training policy. 
 

Appeals  
 
Appeals will be considered under the school’s grievance procedure. 
 
For information on the following please refer to the ‘Work and Families Policy’ 
 

• Time off for Antenatal Care 

• Maternity, paternity and adoption leave 

• Parental Leave 
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Appendix 1 

 

Hajj Policy 
 
Any request made for a substantial period of leave in order to carry out religious obligations for 
members of any religion will be considered on the same basis as set out in this policy. 
 
Aims of Policy 
The purpose of this policy is to set a framework for the Governing Body to manage and administer 
requests from Muslim staff wishing to perform the obligatory pilgrimage of Hajj.     
 
Policy Statement 
The school recognises the difficulty which results from the academic year following the Gregorian 
and not the Hijri calendar, which means that Hajj can fall during times when the school is in session.  
The school respects that Hajj is one of the five pillars of Islam and is an obligation upon Muslims once 
in their lifetime, financial/health conditions permitting. The school is committed to providing high 
quality education whilst having a balanced approach to the religious needs of its staff.  Staff requests 
for leave for Hajj will be considered according to the following criteria:      
 
In order to minimise any possible disruption to colleagues and students, staff wishing to apply for the 
obligatory Hajj leave will notify the Chair of Governors and the Head teacher in writing by the end of 
Ramadan for the following Hajj. 
 
Staff wishing to perform the obligatory Hajj may apply for a maximum of three weeks unpaid leave 
(see “Unpaid Leave” for advice where school holidays are included). 
 
In order to balance the needs of students and the need for staff to make the obligatory Hajj 
pilgrimage, Muslim staff will be granted Hajj leave subject to the school’s ability to release staff 
without an adverse impact on service delivery.    
 
All Muslim staff will be considered with fairness irrespective of their professional status within the 
school. Applications will normally only be considered for the obligatory (first) Hajj.  In exceptional 
circumstances requests made on compassionate grounds may also be considered by the Governing 
Body. 
 
Permissions / requests for Umrah or non-obligatory Hajj will not be considered during school term 
time except in exceptional compassionate grounds.  
 
When making a request to undertake Hajj staff are asked to consider the effect their absence might 
have on the students with whom they work. 
 
The initial decision on whether or not to grant exceptional leave for Hajj will be made by the school’s 
staffing committee which will consider the written application made by the staff member.  Any 
appeal against the decision of the staffing committee will be heard by the governing body’s appeals 
committee.  The staff member may put his or her case in person to the Appeals Committee, assisted 
by a trade union representative or a work colleague.   
The Headteacher (or appropriate manager) may present the management case to the Committees at 
the first hearing and at the appeal hearing. 
 
In accordance with the school’s overall policy on leave of absence, staff should not book tickets etc 
before the Hajj leave has been approved. 
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Overstaying an approved absence may be considered as unauthorised absence (unless there are 
substantial grounds for having done so – staff in this situation should keep any evidence) and could 
lead to disciplinary action. 
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Appendix 2 

 
Leave of Absence Schedule (Teachers Pay & Conditions) 
 
Teachers’ Conditions of Service stipulate that leave will normally be granted in accordance with the 
following schedule per academic year. Discretion lies with the Governing Body except where it is 
indicated that the discretion resides with the Headteacher or the Council. 
 

Excerpt from Teachers Conditions of Service - Schedule for leave of absence 

 Reason for absence 
Maximum period of 
absence (school days) 

With or 
without 
pay 

1 

 
Death of member of immediate 
family (defined below) 
 

2 days (with extra 
travelling time of up to 3 
days if necessary) 
and 
any additional days 

With pay 
 
 
and 
Without 
pay 

2 
Wedding of any member of 
immediate family*  OR 

1 day With pay 

3 
Wedding of member of family 
(other than immediate family)  

1 day 
Without 
pay 

4 Holiday of wife, husband or child 10 days 
Without 
pay 

5 Jury service See conditions of service 

With pay  
(employee 
must claim  
an 
allowance 
from Court) 

6 
Attendance at interviews – posts 
connected with education 

Council to retain 
discretion 

With pay 

7 
Attendance at interviews – college 
or university 

Up to two colleges with a 
maximum of 3 days in 
total 

With pay 

8 Attendance at interviews – others As necessary 
Without 
pay 

9 
Attendance at meetings of 
Examiners for GCSE or other 
approved examinations 

As necessary With pay 

1
0 

Attendance at courses (and for 
examination study and for 
examination) approved by the 
Governing Body (or relevant 
manager for centrally employed 
teachers) 

As necessary With pay 

1
1 

Other examination leave and study 
where not directly related to the 
teacher’s job. 

As approved by the 
Council on the 
Headteacher’s 
recommendation.  

With or 
without 
pay 
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1
2 

Attendance at annual camp as 
volunteer member of TAVR and the 
like where this is clearly unavoidable 

Up to 5 days 
 
and 
Remainder 

With pay 
 
and 
Without 
pay 

1
3 

Attendance at a religious ceremony 
or observation of religious festival 
which the teacher is under a moral 
obligation to attend or observe by 
reason of his/her membership of, or 
office in, a church or religious order  

Up to 3 days per year With pay 

1
4 

Removal of home by teacher joining 
this Authority 

1 day and up to a further 
2 days for travelling at 
the discretion of the 
headteacher  

With pay 

1
5 

Removal of home by teacher 
moving house within the district 

1 day With pay 

1
6 

Representatives of trade unions 
attending annual conferences and 
taking part in formal consultations 
with representatives of this 
Authority or at national or provincial 
level 

See conditions of service With pay 

1
7 

Illness of member of immediate 
family 

2 days 
(also see dependants / 
parental leave) 

With pay 
 
 

1
8 

Hospital attendance of self 
 
And 
Of immediate member of family 
with the exception of grandparents 
and grandchildren 

1 day 
 
and 
 
1 day 

With pay 

1
9 

Attendance at University 
Graduation Ceremony etc. where 
self or member of immediate family 
is receiving a degree, diploma or 
certificate  

1 day With pay 

2
0 

Other urgent or private family 
business 

Up to 1 day 
Without 
pay 

2
1 

Attendance of husband at the birth 
of his child 
 
NOTE: this leave is only applicable to 
a teacher who does not qualify for 
paternity leave.  

Up to 2 days at the 
discretion of the 
headteacher  

With pay 

 
NOTES: 
Definitions of “immediate family” 
For the purpose of this scheme "immediate family" shall include: 
 
Wife   Father                              Mother in law  Partner 
Husband  Brother Father in law  Stepfather 
Son   Sister                               Grandmother  Stepmother 
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Daughter  Guardian Grandfather  Stepbrother 
Mother   Ward  Grandchild  Stepsister 
Stepchildren 
 
* EXCEPT for “Wedding of any member of immediate family” where immediate family does not 
include: 
Self, Grandparents, Parents in law and Grandchildren 
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1. Scope 

This policy applies to both members of teaching and support staff in school who fail to comply with the 
organisation's sickness absence reporting procedure (or provide the required evidence within the 
required time period), fail to attend work, fail to return from annual leave or a holiday period, or are 
absent from work for any other reason without permission. 
If an employee is absent from work without good cause and/or fails to properly and effectively notify the 
school of their absence, this may be treated as a serious disciplinary offence, potentially constituting gross 
misconduct. 

2. Early Intervention 

2.1 If an employee fails to attend work and does not contact the school to report the absence and 
inform them of their whereabouts, the line manager should make reasonable efforts to contact 
them to ascertain the reason for the absence and  make a note of the means used (telephone or 
email), leaving a voicemail if required.  

2.2 This should be done at an early stage, usually within a few hours of the start of the absence, to 
make the employee aware that their absence has been noted. 

2.3 If the line manager is unable to contact the employee, they may attempt to contact the 
employee's next of kin or listed emergency contact. Attempts should also be made to verify the 
address held on the system for the employee is correct.  

2.4 The line manager should be mindful that this could potentially be a sensitive issue (for example a 
family emergency or accident) and temper attempts to make contact appropriately. The 
employee’s previous attendance record should also be taken into consideration, but not relied 
upon, when assessing the potential severity of the situation. 
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2.5 The line manager should keep a record of all contact attempted with the employee, whether or 
not contact was established. 

3. Further Action 

3.1 On the second day of the employee's absence, if no contact has been established and no 
satisfactory explanation from the employee's next of kin or emergency contact has been received, 
the line manager will write to the employee highlighting their absence and detailing the attempts 
to make contact (see appendix 1 – letter requesting contact).  

3.2 The letter will outline that no satisfactory explanation for the absence has been received and 
require that the employee make contact with the line manager as soon as possible, but no later 
than [three] days after the date of the letter. The letter will warn the employee that failure to 
make contact may result in a) suspension of pay and b) serious disciplinary action potentially 
resulting in dismissal. 

3.3 If, following the deadline as stated in the letter, the employee has still not contacted the line 
manager, pay will be suspended and a further letter will be sent to the employee (see appendix 
2 – no contact & further chasing). This will reiterate the school’s concerns regarding the absence 
without authorisation and inform the employee that they are again required to contact the school 
within [three] days of the date of the letter. The letter will also specify that failure to establish 
contact within the specified timeframe will result in a disciplinary hearing being convened, a 
potential outcome of which could be dismissal.  

3.4 If, following the second deadline, the employee has still not contacted the school and after 
reasonable investigation the line manager has not been able to establish a reason for the absence 
(e.g. sickness), the line manager will send the employee a letter inviting them to attend a 
disciplinary hearing in respect of their unauthorised absence (see appendix 3 – invite to 
disciplinary hearing). As with previous correspondence, the letter should warn the employee that 
a potential outcome could be summary dismissal for gross misconduct. 

3.5 Copies of any written correspondence with the employee (email or letter) should be saved 
centrally, any letters sent recorded delivery and any emails sent requesting a delivery and read 
receipt.  

4. Return to Work 

4.1 If the employee returns to work the line manager should, without delay, arrange for a confidential 
conversation with the employee to discuss the reason for absence and [lack of contact/delay in 
contacting the school] during the period of absence.   

4.2 The employee will be reminded of their responsibilities to school whilst absent from work and it 
will be emphasised to them that absence from work without authorisation is not acceptable and 
potentially constitutes a disciplinary offence. 

4.3 The line manager then will determine the appropriate course of action from this meeting. 
Depending upon the reason for the absence, the outcome may include one or more than one of 
the following (please note the list below is not exhaustive): 

 - A referral to Employee Health & Wellbeing 
- A further meeting to discuss the employee’s attendance record 
- A stress action plan 
- Further investigation 
- Disciplinary action  

4.4 A summary of the meeting will be provided to the employee from the line manager, in writing, 
which will state the outcome of the meeting. 

5. Disciplinary Action 
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5.1 If the employee is unable to provide an adequate explanation for their absence and lack of 
contact, the school may treat the absence and the failure to follow the absence reporting 
procedure as a disciplinary matter.  

5.2 Following reasonable investigation by the line manager to establish a reason for the 
unauthorised absence, a disciplinary hearing will be convened in line with procedural 
timescales. Any correspondence sent or received between the employer and employee during 
the period of absence will be included as evidence in the hearing.  

5.3 Employees are advised to refer to the school’s Disciplinary Procedure for further information in 
respect of the procedure at a hearing, potential outcomes and their right of appeal. 

5.4 Should this situation arise, the line manager may wish to seek advice from their HR Business 
Partner. 

5.5 If the employee claims to have been sick (to the extent that this also precluded contacting the 
school), the line manager can ask for reasonable evidence of this. If the employee is unable to 
provide sufficient evidence, the school may consider whether or not the claimed sickness absence 
was genuine. 

5.6 The school will aim to conclude the AWOL proceedings from first contact to outcome of the 
disciplinary hearing within a maximum of four calendar weeks. Any necessary extension to this 
timescale will be communicated to the individual. 

6. Unauthorised Annual Leave 

6.1 If an employee has been refused a request for annual leave, but declares that they intend to 
take the time off anyway, the line manager should write to the employee instructing them to 
attend work as normal.  

6.2 The letter should confirm that: 

- the leave request (for the specific dates) was legitimately declined; 

- they are expected to attend work as usual; and 

- failure to do so will be recorded as unauthorised absence, be unpaid and may result in 
disciplinary action, which could result in summary dismissal for gross misconduct. 

6.3 The letter should invite the employee to reconsider their expressed intention to be absent. 

6.4 If, having sent this letter, the employee fails to attend work; the line manager should treat the 
absence as unauthorised. 

6.5 If an employee has been refused a request for annual leave, but fails to attend work (either saying 
that they are sick or by making no contact), the school will investigate this as a 
potential unauthorised absence and revert back to the procedure as outlined in this policy and 
any resulting disciplinary action. 
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Warning: To perform an unauthorised act in relation to a copyright work may result in both a civil claim 
for damages and criminal prosecution.  
 
 
 
 
 
 
 
 
 
Appendix 1 
Letter – Requesting Contact 
 

School Headed Paper 
DATE 
Private & Confidential 
EMPLOYEE NAME 
ADDRESS  
 
Dear NAME 
Re: Unauthorised Absence from Work 
I am writing to you in light of concerns regarding your current absence from work. You have now been 
absent since DATE and have, to date, made no contact with the school whatsoever. We have tried to 
contact you several times by [telephone and/or email] on the occasions as outlined below; however this 
has been unsuccessful. 
DATE – TIME – [NO ANSWER/VOICEMAIL LEFT]  
As your employer, we have a duty of care to ensure your health and wellbeing and wish to speak with 
you as a matter of urgency to ascertain the reasons for your current absence.  
As an employee, you have a responsibility to ensure that school are made aware of any absence from 
work. The absence procedure that has been adopted by the school clearly outlines the responsibilities 
of all employees as follows: 
Employee Responsibilities   

- To attend work when fit to do so. 
 

- To comply with the rules of the sickness absence scheme including notification of absence.  
 

- To communicate or meet with management during extended periods of absence or, in the 
circumstances where you are medically unable to do so, make arrangements for an 
intermediary e.g. Trade Union Representative, Human Resources Adviser, family member to 
make contact on your behalf. Please note that the receipt of a fit note is not considered as 
making contact with the school. Wherever possible you must talk to either your line manager of 
the Head Teacher and should not just send or leave text or voicemail messages.  
 

- To consider accessing support from the Occupational Health Unit. 
 

- To attend medical appointments with the Authority’s Occupational Physician as required.  
 

- To acknowledge a joint responsibility for their level of attendance.  
 

I have enclosed a copy of the school’s absence reporting procedure for your information. 
I now require you to make contact with the school immediately following receipt of this letter and, in 
any event, no later than [three days from date of the letter].  
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I must also make you aware that should you fail to make contact as requested I may have to inform 
Payroll to stop your pay and that continued absence without authorisation could be considered as a 
disciplinary matter, potentially warranting dismissal.  
I look forward to hearing from you by DATE. 
 
Yours sincerely 
 
NAME 
HEAD TEACHER/SCHOOL BUSINESS MANAGER 
 
Appendix 2 
Letter – No Contact & Further Chasing 

School Headed Paper 
DATE 
Private & Confidential 
EMPLOYEE NAME 
ADDRESS  
 
Dear NAME 
Re: Unauthorised Absence from Work 
I am writing to you following my previous letter DATED in which I requested that you make immediate 
contact with the school in order that we are able to discuss your absence from work. To date, you have 
not made the required contact with the school and despite several attempts, as outlined below, we 
have been unable to contact you. 
DATE – TIME – NO ANSWER/LEFT VOICEMAIL 
In view of the severity of the situation and concerns for your welfare, it is now imperative that you 
make contact with the school immediately upon receipt of this letter. I have serious concerns about 
your current absence from work without authorisation. You have now been absent since DATE and have 
not, despite a previous request to do so, made any contact with the school whatsoever. As per my 
previous letter, I have now contacted Payroll and requested that they stop your pay.  
Enclosed is a further copy of the schools’ absence reporting procedure for your information. 
If you do not contact the school by midday on DATE [THREE] DAYS FROM DATE OF LETTER, then, as 
advised in my previous letter, I will have no alternative than to arrange a disciplinary hearing, a 
potential outcome of which could be dismissal on the grounds of gross misconduct. In view of this, I 
must remind you that establishing contacting the school is your opportunity to provide an explanation 
in respect of your unauthorised absence from work and to make any representations with regards to 
this, which would be taken into consideration at the disciplinary hearing.  
 
I look forward to hearing from you by DATE. 
 
Yours sincerely 
 
NAME 
HEAD TEACHER/SCHOOL BUSINESS MANAGER 
 
 
 
 
 
 
 
 
 
 



134 

 

 
 
Appendix 3 
Letter – Invite to Disciplinary Hearing 

School Headed Paper 
DATE 
Private & Confidential 
EMPLOYEE NAME 
ADDRESS  
 
Dear NAME 
RE: NOTIFICATION OF DISCIPLINARY HEARING 
I am writing to you following my previous letters DATED and DATED in which I requested that you make 
immediate contact with the school in order that we are able to discuss your absence from work. To 
date, you have not made the required contact with the school and despite several attempts, as outlined 
below; we have been unable to contact you.  
DATE – TIME – NO ANSWER/LEFT VOICEMAIL 
Despite reasonable investigation on behalf of the school to attempt to establish a reason for your 
absence, we have been unable to do so. You were also made aware in my previous letter that 
establishing contact with the school was your opportunity to provide an explanation for your absence, 
which would be taken into consideration at a disciplinary hearing; however, you have failed to do so. 
Therefore, as advised in my previous letters, as you have failed to establish contact with the school, a 
disciplinary hearing will be held on DATE at TIME in ROOM to hear the case in respect of your 
unauthorised absence from work from DATE. The Head Teacher OR Chair of Committee will be advised 
by NAME from Human Resources. This hearing will provide you with an opportunity to explain the 
reasons for your absence and any mitigating circumstances you feel are relevant to this matter.  
In accordance with the disciplinary procedure (enclosed) if you are intending to use any witness 
statements or bring witnesses, please provide copies so that they can be circulated at least three days in 
advance of the hearing.  Please also forward any documentation in addition to these that you will be 
presenting. 
 
NAME will be presenting the management case and will be bringing NAME as a witness. The 
documentation to be presented by management is enclosed and will be as detailed below. 
1. A copy of the Disciplinary Procedure for Staff Employed in Schools, including the process to be used at 

the hearing 

2. A copy of the Absence Without Leave Policy and Procedure 

3. A copy of the evidence to be presented: 

 Page no 

Record of attempted contact  

Letter to employee dated  

Letter to employee dated  

  

  

 
The Committee has the power to issue any level of warning (first, written or final) or to dismiss you. As 
the taking of unauthorised absence is deemed to be gross misconduct, the Committee may decide that 
you are summarily dismissed without notice.  
At the hearing you are entitled to be represented by up to two trade union representatives or work 
colleagues not involved in the case. Please note it is your responsibility to arrange accompaniment. Room 
(name/location) will be available for you and your companion throughout the hearing.  If for any reason 
your chosen companion is unable to attend, statutory provisions require that you must propose an 
alternative date which must be within 5 working days of the original hearing date. The 5 working days 
begin with the day after the original hearing date. If your chosen companion cannot be available within 
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that time, it is your responsibility to choose another companion who will be available or attend the 
hearing unaccompanied. Dates outside of the 5 working days will be considered if necessary providing 
they do not cause an unreasonable delay. 
If you have any queries about the arrangements please do not hesitate to contact myself on NUMBER. 
 
Yours sincerely, 
 
NAME 
ROLE  
 
Cc  Human Resources 
  Trade Union 
 
Enc  LIST DOCUMENTS  
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Introduction 
  
1.1 The school’s governing body shall seek to ensure, as far as possible, security of employment for 

the school’s employees by careful forward planning.  It is recognised however that the needs of 
the school may evolve and this may lead to a need to consider workforce change, including a 
reduction in staffing numbers.   

 
1.2 This workforce change policy was drawn up in consultation with the recognised Trade Unions to 

replace the 2003 publication “Guidelines for Handling Reductions in Staffing and Dealing with 
Redundancy”, which is now obsolete.  It does not form part of any employee's contract of 
employment and it may be amended at any time. 

 
1.3 It is essential that this policy is adhered to closely and advice is sought at an early stage from 

your designated Human Resources Business Partner on how to implement it. This will help to 
avoid the risk of time-consuming and expensive problems. 

Scope 
 
2.1 This policy will apply whenever any course of action is contemplated which may entail workforce 

change as defined in 3.1 & 3.3. It has been formally adopted by the school’s governing body and 
will be reviewed from time to time to ensure that it meets the school’s legal obligations and 
business needs. 

 
2.2 This policy does not apply to: 
 

• measures taken in connection with TUPE transfers;  

• changes to terms incorporated into individual employment contracts by nationally agreed 
collective agreements; 

• the termination of fixed term contracts at the end of the contractually agreed fixed term; 

• Any staff not employed by the school for example agency workers, external contractors 
consultants etc. 

Definitions 
 
3.1 In this policy the term 'workforce change' shall mean any ‘restructure process’, that may or may 

not result in ‘redundancies’ as defined at clause 3.3 below as well as other proposed courses of 
action which may entail or result in, the dismissal of one or more employees for some other 
substantial reason or reasons which are not related to the individuals concerned.  For example: 

 

• to achieve an overall reduction in the number or type of posts within the school;  

• dismissal and re-engagement to effect a change to local terms and conditions, for example to 
vary hours of work, working patterns or working practices;  

• to bring about a change to the skill or grade mix within the staff body; 

• to make room for the introduction of new staff roles; or 

• in the course of a management restructure. 
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3.2 A statutory duty to undertake ‘collective consultation’ is triggered where 20 or more employees 
stand to be dismissed from one establishment as a consequence of workforce change in relation 
to a restructure within any 90 day period. 

 
3.3 An employee will be deemed to be dismissed by reason of ‘redundancy’ where his or her 

dismissal is wholly or mainly attributable to the fact that:  

• the school’s governing body has ceased or intends to cease to operate the school;  

• the school’s governing body has ceased or intends to cease to operate the school in the  

• place where the school’s employees were employed in the case  of a multi-site school 

• the requirements of the school for employees to carry out work of a particular kind, or for 
employees to carry out work of a particular kind in the place where they were employed, 
have ceased or diminished or are expected to cease or diminish.  
 

3.4 The selection pool is the pool of employees from which the redundancies will be made. When 
identifying this, the school should consider which particular type of work is disappearing and 
which employees do that work. The School should be able to show that their choice is reasonable 
given the circumstances. 

Roles and Responsibilities  
 
4.1 Role of the Governing Body  

 

4.1.1 The school’s governing body has overall responsibility for: 

• determining the staffing structure for the school; 

• managing the establishment; 

• determining the annual budget; 
 initiating any workforce change exercise; and 

• determining whether any employee should cease to work at the school by reason of 
redundancy or for some other substantial reason. 

 
 
4.2 Delegation to Committees  
 

4.2.1 As it will rarely be practicable for  the school’s full governing body to manage a workforce 
change exercise collectively, the governing body should exercise its power of delegation 
under the School Staffing (England) Regulations 2009 at an early stage to appoint: 

 
a) A Nominations Committee consisting of a minimum of three non-staff governors to 

carry out the workforce change exercise. In carrying out this work, the Committee may 
wish to seek advice from appropriate individuals, such as members of the school’s senior 
leadership team including the headteacher, the School Business Manager and your 
Human Resources Business Partner. 

 
 and 
 

b) an “Appeals Committee” to hear any appeals against dismissals by reason of 
redundancy. The Appeal Committee must have at least as many members as the 
Nominations Committee and, to the greatest extent possible, consist of non-staff 
governors who have had no previous dealings with the matter.   

 
4.2.2. Both Committees should be appointed at the same time.  A reserve should be appointed for 

each Committee in case of ill health or other circumstances preventing any individual from 
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acting.  The Committees may only be appointed by a quorate meeting of the school’s full 
governing body i.e. where 50% of the governing body are present. 

  
4.2.3. It is important to note that in delegating the management of workforce change to 

Committees, the governing body still maintains overall responsibility for decisions made by 
the Committees.  

 
4.1 The Role of the Local Authority  
 

4.3.1. In community, voluntary controlled, community, special and maintained nursery schools, the 
Local Authority is responsible for dismissing any employee whom the governing body has 
determined should no longer work at the school (or, if the employee also works elsewhere 
for the Local Authority, withdrawing him or her from the school).  The Local Authority must 
effect a dismissal within fourteen days of notification by the governing body in writing of the 
decision to dismiss. The effective dismissal date is the date of the Local Authority dismissal 
not the Governing Body dismissal. It is the school’s responsibility to ensure, before issuing 
such notification, that all relevant requirements have been observed, including any 
minimum consultation period.   

 
4.2 In all cases where the school is contemplating a course of action which may entail workforce 

change, HR advice from your Human Resources Business Partner should be sought without delay. 
Where advice is not sought from the school’s HR provider in relation to workforce change, or 
where the school receives advice from their HR provider but fails to follow it, the Local Authority 
may when exercising its power under Section 37 Education Act 2002 consider that such failure is 
a “good reason” to recharge any costs of any dismissal(s) against the school’s delegated budget 
including any potential costs arising out of an Employment Tribunal. 

Initiating a Workforce Change Exercise  
 
5.1 In almost all cases, the process will begin with a draft proposal being put forward, in strictest 

confidence, by the Headteacher or Senior Leadership Team for agreement by the Staffing 
Committee who will take it to the full governing body. Please note that minimal information 
 should be given to the full governing body and they should be informed of the need to maintain 
confidentiality. 

 
5.2 The draft proposal will normally include: 
 

• the rationale for the workforce change 

• information about the current staffing structure of the school including any funded 
vacancies 

• a preliminary list of affected employees 

• a brief outline of any proposed new staffing structure 

• appropriate financial information 

•  job descriptions. 

•  A draft timeline for implementing the workforce change should be provided as detailed 
in appendix A. All documents must be marked “proposals subject to consultation” and a 
process must be set up to ensure that the most up to date version of documents is 
clearly identifiable.   

 
5.3 Once it has agreed a draft proposal in principle, the governing body will put in place formal 

 arrangements for undertaking the workforce change exercise. The Committee and an Appeal 
Committee will usually be established at this stage as explained at 4.2.1.   
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5.4 It is the school’s policy to fully consult with all affected employees and the recognised Trade 
Unions in all cases, even where no redundancies are expected as part of the process. Trade Union 
contacts details can be found at appendix G. 

Equality Considerations 
 
6.1 The Public Sector Equality Duty contained in the Equality Act 2010 requires public authorities to 

have due regard to a number of equality considerations when exercising their functions. One way 
to demonstrate compliance with the Public Sector Equality Duty is to complete an Equality 
Impact Assessment (EQIA). EQIAs are a tool that can be used to help schools ensure that their 
decisions are fair and that they are not inadvertently discriminating against any particular group 
of employees with a protected characteristic. Protected characteristics include age, disability, 
gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion and 
belief, sex and sexual orientation. 

 Therefore EQIAs need to contain information on employees broken down by ethnicity, gender, 
sexuality, religion, age and disability. Please find a template EQIA attached at appendix H. 

Commencing Consultation 
 
7.1 To commence consultation, contact must be made with the recognised Trade Unions formally 

notifying them of the workforce change proposal and detailing the arrangements for an initial 
consultation meeting, with a minimum 5 working days notice.  Whenever any course of action is 
contemplated which may entail workforce change, even where no redundancies are expected as 
part of the process, the school will seek to undertake meaningful consultation with all affected 
employees and the recognised Trade Unions in good time before decisions are made. Depending 
on the nature of the workforce change that is contemplated (redundancies are an expected 
outcome); formal consultation within a particular timeframe may be a statutory requirement. 

 
 Where it is proposed that between 20 and 99 employees may be dismissed consultation must 

begin at least 30 days before the first dismissals take effect. 
 
 Where it is proposed that 100 or more employees may be dismissed consultation must begin at 

least 45 days before the first dismissals take effect.  
 
 Whenever the statutory duty to undertake collective consultation is triggered, a Section 188 

notice and a copy of the HR1 form will be sent to the Trade Unions. The HR1 Form is the form 
that is sent to the Insolvency Service and is used where the employer needs to notify the 
government of potential redundancies. If the school fails to comply with this statutory 
requirement without good cause it will be liable to be prosecuted and may receive a fine of up to 
£5,000. Where the Local Authority is the employer it is the school’s responsibility to contact the 
Local Authority in good time to request that the notification be sent and to supply all necessary 
information. Advice and support should be sought, if required, from your School’s Human 
Resources Business Partner. 

 
 The parties should aim to complete the formal consultation exercise either by the end of the 

statutory consultation period if applicable or in the shortest time frame that allows for 
meaningful consultation. This should be for a minimum of 10 days. Where collective consultation 
is required, it must be completed before notice of dismissal is given to any of the affected 
employees. It should be noted that employees on fixed term contracts that have reached the end 
of their duration are excluded from the obligation to consult collectively, except in cases where 
the work is likely to continue. 

 
7.2 It is usual to hold a staff consultation meeting after the initial consultation meeting with the 

recognised Trade Unions. The staff meeting should be open to all employees who might be 
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affected by the proposals. Trade Union representatives should be informed that a staff 
consultation meeting will follow the initial consultation meeting (or else told when and where it 
will take place) and invited to attend. Where possible meeting dates will be agreed and arranged 
in conjunction with the relevant Trade Union colleagues. 

 
 
7.3 At both the Trade Union and initial staff consultation meetings, the proposal documents should 

be distributed and the proposals explained in detail. The timeline should be made clear at this 
point and meeting dates agreed. So far as possible, any questions should be responded to. 

Determining selection criteria and methodology 
 
8.1 During the collective consultation process, any proposed method for selection must be discussed 

with affected employees and the recognised Trade Unions with a view to reaching agreement 
where possible. 

 
8.2 In carrying out any selection process, the most important consideration must be the long-term 

sustainability of the school and the need to maintain a high quality, balanced workforce with 
appropriate skills to meet the needs of pupils.   

 
8.3 Trade Union representatives and employees should be encouraged to ask questions, raise 

 concerns, make comments or suggestions, and/or submit counter-proposals to the committee. 
The Committee must consider any counter-proposals with a view to reaching agreement on 
alternative ways of avoiding dismissals, reducing the number of employees to be dismissed and 
how to mitigate the effect of any dismissals. 

 
8.4 Employees must be notified of the feedback mechanisms which have been agreed, and any 

 deadlines involved; and advised that comments can be made at meetings or by letter, email, 
 etc. 

 
8.5 The school should keep a detailed note of all consultation meetings including any questions 

 asked and responses provided. 
 
8.6 Throughout the consultation process, the school must take reasonable steps to ensure that 

employees who are absent due to sickness, maternity leave, paternity leave, secondment or for 
any other reason are fully informed of and consulted about developments.  They should receive 
all of the information and have the same opportunities to comment as the other parties involved 
in the process have received. 

Opportunities for voluntary redundancy and access to redundancy estimates  
 

9.1 Where there is the potential for redundancies, applications for voluntary redundancy should be 
opened up and staff asked whether they would be interested in this. The decision to accept 
applications for voluntary redundancy and any subsequent approval, will be at the discretion of 
the school.  Advice should be given on the process for this and any affected staff should be given 
their redundancy estimates for them to consider whether they wish to pursue this option. 

Subsequent Consultation Meeting(s) 
 
10.1 Following the initial consultation meetings, all feedback received from Trade Union 

 representatives and/or affected employees must be collated and may be summarised.  If 
 counter-proposals have been put forward, the Nominations Committee must consider whether 
any  agreement can be reached on these.  In its response it should outline the consequences 
of adopting the counter-proposals and, if they are considered impractical to implement, explain 
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the reasons why. Employees should be offered the opportunity to have individual consultation 
meetings should they wish. Support from your Human Resources Business Partner should be 
sought when conducting these meetings. Members of staff must be reminded of their right to be 
accompanied at individual consultation meetings by a Trade Union representative or work 
colleague. 

 
10.2 Consultation should consider ways of avoiding dismissals, reducing the numbers of employees to 

be dismissed and mitigating the consequences of the dismissals. All aspects of the proposals 
should be open for discussion including job descriptions, any proposed changes to terms and 
conditions and any selection process if applicable. 

 
 

Close of Consultation 
 
11.1 It is not necessary for the parties to reach agreement for the consultation to be complete. As 

long as there has been genuine consultation with a view to reaching agreement and the school 
can demonstrate that it has listened and responded to any comments and counter-proposals and 
that all matters have been resolved as far as possible, it can end the consultation process. The 
consultation period should last for a minimum of ten days as discussed at 7.1. However there 
may be a need at some stage in the consultation process to provide additional time to consider 
the proposals. 

 
11.2 At the end of the consultation process, whether the school decides to pursue its original 

proposals or some modified version of those proposals, the school will provide the Trade Unions 
with details of the changes that will be implemented, together with a list of affected employees 
and a copy of the final structure where applicable. 

Voluntary Redundancy Decision and Notice Period 
 
12.1 The Committee can consider applications for Voluntary Redundancy at any suitable point in the 

process and will decide whether or not these will be accepted. If they are accepted then the 
employees contractual notice period will begin on that date and this will be confirmed in writing.  

 
12.2 Please note that the entitlement to contractual notice extends to all affected employees 

regardless of whether they are made redundant on a voluntary basis or a compulsory one.  
 
12.3 Employees can choose to waive their right to notice and leave early with the agreement of the 

school. Where this is the case it should be confirmed in writing and the implications of this made 
clear to the employee.  

 
12.4 Should the employee choose not to waive their right to notice the termination date of their 

employment will be the end of their contractual notice period. Ideally enough time should be 
factored in to the process to allow for the employee to work their notice if required.  

Assimilation Process 
 
13.1 The purpose of the Assimilation process is to provide a fair, transparent and efficient  process 

for placing existing employees into the new organisation structure, and identifying any possible 
redundancies. 

 
 
 
13.2 Establishing Assimilation Categories 
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 Employees’ assimilation rights are determined by examining the following factors:- 
 

• Comparison of the duties and responsibilities of each post in the new structure compared to 
those of each employee in their current substantive post (ignoring any temporary promotion 
or acting responsibilities). 

• Current level/grade within the relevant part of the organisation. This is to preserve the 
employee’s status and to ensure fairness in the assimilation process. 

• Relevant experience, skills and competencies.  

• The comparison of duties and responsibilities of the new posts in the new structure to 
current employees in their existing substantive posts should be based upon a significant 
proportion of duties and responsibilities listed in the new job description being the same as 
those in the employee’s existing substantive post using the assimilation categories outlined 
in appendix B. 

 
13.3 The outcome of the assimilation process will be to assign to all posts in the new structure an 

Assimilation Category A, B, C or D. Once assimilation categories have been assigned, it is intended 
to open up any vacant or new posts. Please note that when advertising new  vacancies these 
will be ring fenced for internal candidates first. 

  
13.4 An employee may be assimilated to the same level in the new organisation structure as the level 

they work at in the old structure, but that does not necessarily mean at the same grade, as a level 
may span several grades. An employee may be assimilated at a level below their existing level, 
but this may only occur if it does not unfairly displace an employee who works at that lower level. 

  
13.5 If an employee is assimilated to a lower level graded post, the Governing Body will exercise its 

discretion as to whether to apply the Local Authority’s Pay Protection Agreement for support 
staff, in full, part or not at all.  This will be detailed in the Business Case at the start of the 
consultation. For teaching staff, the appropriate pay protection arrangements as outlined in the 
School Teachers Pay and Conditions Document that is in place at the time will be applied. 

 
13.6 Where an employee cannot be assimilated at their current level or to the level below and there 

are no vacant or new posts to apply for, the employee is displaced and will be placed at risk of 
redundancy. 

 
13.7 However, where a level-by-level approach is not necessary, or appropriate, an alternative 

 approach can be determined through consultation between management and trade union 
representatives, according to the circumstances. 

 
13.8 The Assimilation process involves management and trade union representatives meeting to agree 

assimilation categories, wherever possible, to move employees from the “old” structure to the 
“new” structure, identify any displaced employees and deal with issues and problems that arise 
on a joint basis. A template list of employees with all relevant details and assimilation 
consideration will be produced. 

 
13.9  Implementation of Assigned Assimilation Categories 
 
 Following the Assimilation Meeting(s), employees will be notified in writing of their proposed 

assimilation rights. 
 
13.10  Where a selection process is required to assimilate employees into posts this will be put in place 

as soon as practicable. This will normally be undertaken by ‘limited competition exercise’ which 
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must be relevant and appropriate to the post being selected for, but there may be circumstances 
where other/additional selection processes may be more appropriate. 

 
 Notify employees who have been assimilated and make arrangements for them to receive 

confirmation of their assimilation. 

Right of Appeal against Assimilation Category 
 
14.1  Employees should be informed of their right of appeal against the assimilation category they 

 have been allocated. This should be exercised in writing by setting out the reasons for the appeal, 
to the Chair of the Committee within 5 working days of notification of their assimilation  rights. 
This may need to be extended for a short period to allow absent employees to respond. The 
Appeal form can be found at appendix D. 

 
14.2 Appeal hearings should be arranged as soon as possible. The Appeal procedure and format of the 

hearing is detailed in appendix C. 
 
14.3 Notification of Assimilation Decisions 
 
 When assimilation categories have been assigned and any relevant appeal hearings completed, 

the following should then take place:- 
 
 Direct Assimilations 
 
  Inform those employees who have directly been assimilated into posts in the new structure and 

confirm in writing. Arrangements should be made to issue the appropriate contractual 
documentation. 

  
  
 
 

Displaced Employees  
 
 Notify displaced employees that they will be out at risk of redundancy. Where possible, the 

school will take all reasonable measures to highlight to the members of staff, possible job 
opportunities. This may be in liaison with other schools or by providing affected staff with 
appropriate vacancy bulletins. 

Redundancy Nomination Meeting (to be held within 3 working days of the Limited Selection Competition 
Process) 

 
15.1 Once the assimilation process has been completed employees who are displaced as a result of 

being unsuccessful in the selection process or their post is no longer available in the new 
structure should be nominated for dismissal by reason of redundancy. This is subject to 
discussion with those employees and consideration of any representations they put forward.  

 
15.2 Affected employees will not be eligible to attend the meeting but one trade union representative 

(full time convenor) on behalf of all trade unions can attend this meeting as an observer.  
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 Following the meeting, the chair of the Committee must write a letter to each employee who has 
been nominated for redundancy.  The letter should: 

 

• explain why the School is proposing to dismiss the employee, giving details, if relevant, of 
the criteria used to recommend their nomination for redundancy and the basis on which 
they have been selected;  

 

• enclose copies of any documentation upon which the Committee relied on, in reaching its 
conclusions e.g. anonymised scores following the limited selection process;  

 

• advise that if the employee wishes to lodge an appeal to the Appeals Committee, he or she 
may do so either in writing, or in person at a redundancy appeal meeting, or both; Where 
meeting dates have not been previously agreed timeframes will be set. 

 

• remind the employee of the right to be accompanied at the redundancy appeal meeting by a 
Trade Union representative or work colleague; 

 

• propose a date, place and time for a redundancy appeal meeting and ask the employee to 
confirm his or her attendance; and  

 

• advise that any written representations must be received by the clerk to the governing body 
at least five working days before the date of the redundancy appeal meeting.   

Redundancy Appeal Meeting (to be held within 10 working days of the Redundancy Nomination Meeting) 
 
16.1 The purpose of a redundancy appeal meeting is to provide employees with an opportunity to 

present information they deem relevant in an attempt to persuade the Appeal Committee that 
they should not be dismissed and/or consider any proposals put forward as an alternative to 
dismissal in the case of the individual. 

 
16.2 The following people may attend a Redundancy Appeal meeting: 
 

• Chair of the Committee and the clerk; 
 

• HR to advise the Appeal Panel; 
 

• The Headteacher and/or another senior manager as a witness and/or in an advisory capacity 
if appropriate; and 

 

• the employee concerned and his or her Trade Union representative or work colleague 
 
 At the Redundancy Appeal meeting (procedure included at Appendix C), the Appeal Committee 

will: 
 
• hear and consider representations from, or on behalf of, the employee concerned; and 
 
• after hearing any representations, determine whether the outcome from the redundancy 

nomination meeting is upheld and the employee is dismissed from their post by reason of 
redundancy. 

 
16.3 If new evidence is brought which all parties have not had time to consider, the chair of the 

Committee may decide to adjourn the Redundancy Appeal meeting. This must be rearranged 
within 5 working days of the original Redundancy Appeal Meeting. 
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16.4 If the employee confirms they do not wish to have a Redundancy Appeal meeting, the decision 

from the redundancy nomination meeting will be final and confirmed to the employee as below. 
There is no further right of appeal against this decision. 

 
 
 
 

Notification of Decision 
 
17.1 Following the Redundancy Appeal meeting the chair of the Appeal Committee will write to the 

employee concerned notifying him or her of the Appeal Committee’s decision.  If the decision is 
that he or she should be dismissed on the grounds of redundancy, the letter will state the 
grounds for the dismissal and explain that there is no further right of appeal 

Alternative Employment 
 
18.1 Where an employee’s post is declared redundant while he/she is absent on maternity, adoption 

or shared parental leave, the school is required to offer he/she any suitable alternative 
employment that is available in preference to any other employee who is similarly affected by 
the redundancy situation but who is not absent on maternity leave, adoption leave or shared 
parental leave. It is for the school to determine whether a post is a suitable alternative, giving 
consideration to all relevant terms and conditions of employment. 

 
18.2 Where an employee unreasonably refuses an offer of suitable alternative employment they will 

not be entitled to a redundancy payment.  
 
18.3 The provisions of the Redundancy Pay (Continuity of Employment in Local Government) 

(Modification) Order 1999 should be noted as they may apply in certain cases. Where an 
employee who is made redundant takes up a job with another employer covered by the Order 
within 4 weeks of the end of the old employment they will not be entitled to a redundancy 
payment. The employee retains his/her continuity of employment. 

 
18.4 Where an employee is placed in alternative employment, which involves a different type of work 

or is on different terms from their previous employment, they are entitled to a four week trial 
period. This may be extended by agreement between the school and the employee to take 
account of reasonable training needs. An employee undertaking a trial period whilst under 
contractual notice of redundancy has the right to declare the trial unsuccessful by terminating it. 
If this happens the employee will be treated as having been dismissed when the original contract 
ended by reason of redundancy. 

Continuous Service Start Date for Multiple Post Holders 
  
19.1 Please note that in cases of multiple employment (where the employee has more than one 

 post) with the Council or in a school and they are only being made redundant from one post; the 
continuous service start date that will be used for the purposes of calculating the  redundancy 
payment will be the start date of the post that is being made redundant. School should inform 
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the employee that it is their responsibility to check that their date of continuous service is correct 
as any redundancy payment will be based on the information that is  held on payroll. 

Redundancy Payments and Pension Benefits 
 

20.1 Redundancy payments and pension benefits will be paid in accordance with the School’s 
Discretionary Compensation Policy and the Local Government Scheme Regulations and Teacher 
Pension Schemes in existence at the date of the employee’s employment. 
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Appendix A 

Proposed Timeline for Restructure  
 

Stage  A Action to be taken T Timeframe Person Responsible 

 Notify Unions of Potential 
Restructure Propose a 
date for the consultation 
meeting – ideally giving 
unions at least one weeks’ 
notice. Where possible all 
relevant documents 
should be sent to the 
Trade Unions. 

Dependant on when 
information is 
received) 
 

 
  

 Notify Staff of Consultation 
Meeting Time and Date 
 

(Dependant on when 
information is 
received) 

 
 
 

Stage 
1 

Consultation Meeting with 
Trade Unions  
Discuss proposals and give 
out JDs. Discuss the 
selection criteria for 
assimilation. 
See if TU have any other 
recommendations or 
feedback. Agree how 
feedback will be given  

THIS MEETING STARTS 
CONSULTATION 
PROCESS 

 
 

Stage 
1 

Consultation meeting with 
Staff 
Discuss proposals and give 
out JDs and proposed 
structure. Agree the 
selection criteria and 
discuss assimilation 
categories of staff. See if 
staff have any other 
recommendations or 
feedback. Agree how 
feedback will be given  
 

THIS MEETING STARTS 
CONSULTATION 
PROCESS 

 
 

Stage 
2/3 

Subsequent or Final 
Consultation meeting  
Seek agreement on the 
proposal (this may be 
possible at Stage 2 but 
depends on feedback and 
any alternatives 
proposed) 

Propose that this takes 
place  
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Stage 
4 

Assimilate Staff across  
Agree assimilation 
categories and move staff 
from old structure to new 
structure, identifying 
displaced staff. 
 
Following above meeting, 
notify staff of Assimilation 
category. 
 

 (Try and add on after 
the above if possible 
with unions) 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Stage 
5 

Limited Competition 
Selection Process 
 
 

 
 
 
 
 

HR to draft, Chair of committee 
to sign 

Stage 
6 

Redundancy Nomination 
meeting  
 
Send outcome of 
redundancy nominations 
meetings  
 
 
 

Within 3 working days 
of the limited 
competition process 
 
 
 

TU rep, nominated Governors, 
HR Representative, management 
and Clerk taking notes. 
 
HR to draft, Chair of committee 
to sign 

Stage 
7 

Redundancy Appeal (if 
necessary) 
 
Give verbal outcome to 
employee and then 
confirm in writing to the 
employee within 3 
working days. 
 
 
 

Within 10 working 
days of the 
redundancy 
nomination 

TU reps, employee Governors 
Committee, HR Representative  
management and Clerk taking 
notes. 
 
HR to draft, Chair of committee 
to sign 
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Appendix B 
 

Assimilation Categories for Posts 
 
Category A 
The job(s) is considered to be directly similar in tasks, duties and responsibilities to post(s) in the previous 
structure. The grade and reporting relationship may be different, but it is obvious that a post holder(s) can 
be identified as being available for assimilation to the post(s) on the basis of the key tasks, duties and 
responsibilities of the former post. The only course of action is for the member of staff to be directly 
assimilated (slotted in) to the new structure. 
 
Where there are more members of staff available for assimilation than (Category A) in the new structure 
and all such members of staff (assimilees) are considered “suitable” then a “limited competition 
selection” procedure will apply. 
 
Category B 
The job(s) is considered to be broadly similar in tasks, duties and responsibilities to a post(s) in the 
previous structure, though the grade and reporting relationship may be different. There may be one or 
more members of staff who can be identified as being available for assimilation to this post(s). The course 
of action is to assimilate (slot in) the member(s) of staff whose present key tasks, duties and 
responsibilities are most similar to the new job, or where there is more than one member of staff who is 
available for a particular post, to have a “limited competition selection” procedure. 
 
Category C 
The job(s) is now changed in emphasis by task, duty, responsibility or grade from a job or jobs in the 
previous structure (e.g. by attachment of extra responsibilities, mergers, change in emphasis, reallocation 
of duties).  The course of action is as follows: 
 
a) Where only one member of staff is identified as being suitable on the basis of his/her key task, 

duties and responsibilities of a former post – to be assimilated directly. 
b) Where more than one member of staff can be identified as performing part of the constituent 

tasks/duties and responsibilities, then “limited competition” should take place and particular 
members of staff identified as available for selection. 

c) Where no member of staff is available, this post becomes open to other members of staff 
elsewhere who are affected by structural changes. 

 
Category D 
The job(s) has been created to reflect a new direction or function.  The course of action is as follows: 
 

• Internal advertising indicating the key requirements of the post. 

• Every possible consideration to be given to those members of staff who are 

• Displaced / affected from elsewhere with suitable experience, qualifications and abilities. 
 
Advice must be obtained from HR on those employees on temporary/fixed term contracts or secondment 
arrangements to ensure that any assimilation rights in such cases are determined correctly.  
 
The general rule is as follows:- 
 
Secondments 
 
Employees on secondment have assimilation rights to their substantive post in their substantive service 
area. They do not have assimilation rights in the services area/post that they have been seconded to. 
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Fixed Term Contract Employees 
 
These employees may need to be included in the assimilation process like any other employee, however 
their rights may be determined or affected by the reason for the contract being temporary/fixed term and 
HR Advice should be sought. 
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Appendix C 

 

Procedure for Appeals against Assimilation Categories or Redundancy Nomination 
 
An appeal against an assimilation category or redundancy nomination will be considered by a Panel 
consisting of 3 governors none of whom will have been involved in making the original decision 
 
Employees have the right to be represented at the hearing by a Trade Union Representative or fellow 
employee. 
 
 This Panel will be chaired by one of the Governors. 
 
 The format of the hearing will be as follows: 
 
1. The Appellant will be asked to state the grounds of his/her appeal. 
 
2. Management’s representative will be given the opportunity to ask relevant questions. 
 
3. Management’s representative will be asked to state the grounds on which their decision was 

based. 
 
4. The Appellant will be given the opportunity to ask relevant questions. 
 
5. The Panel will ask any questions they may have of both parties. 
 
6.  Both parties will be asked to withdraw to enable the Panel to reach a decision. 
 
7. Both parties will be notified of the Panel’s decision as soon as possible (normally within 24 

hours). The decision will be confirmed in writing within 5 days. 
 
 This is the final level of appeal. 
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Appendix D 

Appeal against Assimilation Category Form 
 

Name  

Post Title  

School  

My representative is    

 

 

Name of Trade Union  

I wish to appeal against the Assimilation Category  on the following grounds (tick as appropriate) 

  My role varies significantly from the generic  grade profile for the level to which I have been assimilated 

 

  There has been a failure in the process leading to me being assimilated incorrectly. 

 

  Additionally I believe that I have assimilation rights to another post in the structure 

 

 

  
Any Other Reason (Please Explain Below) 

 
 

Date  

Please return completed forms to:    

(Insert name of person making decision / the Chair of the Governors for School Name) 

This form should be returned within 10 working days of your receipt of the attached letter. 
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Appendix E 

Appeal against Redundancy Nomination Form 
 

Name  

Post Title  

School  

My representative is    

 

 

Name of Trade Union  

I wish to appeal against the Redundancy Nomination  on the following grounds (tick as appropriate) 

  The committee has failed to follow the correct procedure 

 

  The committee has applied the selection criteria incorrectly 

 

 

  
The selection criteria are discriminatory for the reasons outlined below 

 
 

 

  Any Other Reason (Please Explain Below) 

 
 

Signature of Applicant (person raising appeal)  

Date  

Please return completed forms to:    

(Insert name of person making decision / the Chair of the Governors for School Name) 

This form should be returned within 10 working days of your receipt of the attached letter. 
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Appendix F 

How is a Redundancy Payment Calculated? 
 
Section 162 of the Employment Rights Act 1996 sets out how a redundancy payment is calculated: 
 
This would start with determining the period, ending with the relevant date, during which the employee 
has been continuously employed. 
 
From this the number of complete year’s employment would be calculated. The appropriate amounts 
would then be calculated based on the following: 
 
One and a half weeks’ pay for each year of employment in which the employee was aged 41 or over; 
 
One weeks’ pay for each year of employment in which the employee was aged between 22 and 40; and 
 
half a week’s pay for each year of employment up to the age of 21. 
 
Redundancy payments and pension benefits will be paid in accordance with the School’s Discretionary 
Compensation Policy and the Local Government Scheme Regulations and Teacher Pension Schemes in 
existence at the date of the employee’s employment.  
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Appendix G 

Contact Details for Teaching Trade Unions 
 

Name of Representative Name of Union Contact Details Contact Number 

Adrian Cogill NAHT adriancogill@blueyonder.co.uk 07914818782 

Alison Hill NUT alison@bradfordnut.org 07581221782 

Anthony Smith ASCL asclleedsbradford@gmail.com 07841348192 

Cherry Ridgway ASCL Cherry.ridgway@ascl.org.uk 07779996347 

Irene Docherty NASUWT irene.docherty@nasuwt.net 07789374748 

John Howarth NUT johnhowarth@bradfordnut.org 01274 414664 

Tom Bright ATL tbright@atl.org.uk 07768598209 

Mark Fieldhouse UNITE  0113 2364830 

 

Contact Details for Non Teaching Unions 
 

Name of 
Representative 

Name of 
Union 

Contact Details Contact Number 

Linda Crowther UNISON secretary@unison-bradford.org.uk 07866802827 

Lynda Andrews UNISON childrens@unison-bradford.org.uk 07805582857 

Donna Willoughby UNISON education@unison-bradford.org.uk 07811409164 

David Wright UNISON adults@unison-bradford.org.uk 07980694507 

Julie Horbury UNISON Environment.sport@unison-bradford.org.uk 07792243544 

Andy Wilkinson UNISON Regeneration.culture@unison-
bradford.org.uk 

07966865143 

Gary Nesbitt GMB Gary.nesbitt@bradford.gov.uk 07930245114 

Ben Cain GMB Benjamin.cain@bradford.gov.uk 07943503515 

Toby Rackham GMB Toby.rackham@bradford.gov.uk 07930245243 
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Appendix H 

Template Equality Impact Assessment 
 

Department:  Completed by (lead):  Date of initial assessment:  
Revision Dates:  

Area to be assessed: (i.e. name of decision)  
 

Is this an existing or  a new decision i.e. a proposed restructure 
 

What evidence has been used to inform the decision? (please list only)  
 
 

 

1. Describe the aims, objectives or purpose of the decision and who is intended to benefit.  

The Public Sector 
Equality Duty 
requires the 
school to have 
“due regard” to 
the need to:-  
 
(1) eliminate 
unlawful 
discrimination, 
harassment and 
victimisation;  
(2) advance 
equality of 
opportunity 
between different 
groups; and  
(3) foster good 
relations between 
different groups  

2. What is the level of 
impact on each group/ 
protected characteristics 
in terms of the three aims 
of the duty?  
Please indicate high (H) 
medium (M), low (L), no 
effect (N) for each.  

3. Identify the risk or 
positive effect that could 
result for each of the 
group/protected 
characteristics?  
 

4. If there is a 
disproportionately negative 
impact what mitigating 
factors have you 
considered?  
 

P
ro

te
ct

ed
 c

h
ar

ac
te

ri
st

ic
s 

Age    

Disability    

Gender 
Reassignment 

   

Marriage and 
Civil 
Partnership 

   

Race    

Religion / Belief    

Pregnancy and 
maternity  

   

Sexual 
Orientation  

   

Sex    

5. Has there been any consultation/engagement with the 
appropriate group of employees with protected characteristics? 

YES NO  

6. What action(s) will you take to reduce any disproportionately negative impact, if any?  
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7. Based on the information in sections 2 
to   6, does this decision need to 
proceed to a more Detailed Impact 
Assessment? (recommended if one or 
more group with protected 
characteristics  are highly impacted  
under section 2)  

YES  NO  

Assessor signature:  Approved by:  Date approved:  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• SANDY LANE PRIMARY SCHOOL: EMPLOYEE PRIVACY NOTICE. 
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Department or Service Area: Human Resources 
 
City of Bradford Metropolitan District Council (CBMDC) is registered with the information Commissioners 
Office (ICO) under the provisions of the Data Protection Act 1998. The Council takes its responsibilities 
under the Act very seriously. This notice provides details of how CBMDC collects and uses information 
about you. For more general information about how CBMDC uses your information, please refer to 
the general ‘Privacy Notice’ on CBMDC website.  You can find this here:  
https://www.bradford.gov.uk/privacy-notice/ 
 
What is this information? 
Human Resources may collect some or all of the following information about you: 
 

• Name, address, contact and next of kin details 

• Contract, working pattern, maternity/paternity history 

• Applications, employment, training and qualifications history 

• Gender, ethnicity, disability, sexual orientation and religion/belief 

• Absence, health and performance data 

• Discipline, grievance and perfomance case management details 

• Date of birth, national insurance number and bank details 

• Pension, tax and national insurance details 

• Basic pay, allowances, deductions and additional payments historyAccident and incident details 

• Health screening, surveillance and monitoring and medical advice 

 
Who uses this information? 
Human Resources officers use this information. Some of this information is also used by your managers 
in the performance of their duties. It may also be used by other council and government departments 
where it is legal to do so. See the section on ‘Who are we likely to share this information with?’. 
 
What authority does CBMDC have to collect and use this information? 
Under the General Data Protection Regulations, CBMDC collects and uses this information under powers 
given to Local Authorities (Council’s) for the legitimate interests of the controller or third party, where 
applicable. 
 
The following categories of lawfulness apply: 
 

• Processing is necessary for the performance of a contract with the data subject or to take steps 

to enter into a contract 

• Processing is necessary for compliance with a legal obligation 

• Processing is necessary to protect the vital interests of a data subject or another person 

• Processing is necessary for carrying out obligations under employment, social security or social 

protection law, or a collective agreement 

• Processing is necessary for the establishment, exercise or defence of legal claims or where courts 

are acting in their judicial capacity 

• Processing is necessary for the purposes of preventative or occupational medicine, for assessing 

the working capacity of the employee, medical diagnosis, the provision of health or social care or 

treatment or management of health or social care systems 

 
In the rare circumstance that we don’t have a legal authority to use your information, we will obtain your 
consent first. 
 
What is ‘person identifiable data’? 

https://www.bradford.gov.uk/privacy-notice/
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The term ‘person identifiable data’ relates to any data that could potentially identify a specific individual. 
The following fields in Human Resources are classified as person identifiable: Name, age, address, 
postcode, place of birth, date of birth, gender, national insurance number, any employment data and any 
information about an individual that can be used directly, or in connection with other data, to identify, 
contact or locate that person.  
 
Why do we use this information? 
We use this information in the performance of your employment contract, for payment purposes and for 
statutory and employment reporting. 
 
Who are we likely to share this information with?  
We may sometimes share the information we have collected about you where it is necessary, lawful and 
fair to do so. In each case we will only share the minimum amount of information, only when required, 
for the following reasons:  
 
With other Bradford Council departments to 

• allow managers to manage your employment and performance 

• help carry out their legal duties, including the enforcement of regulations 

 
With other government departments and the police to 

• prevent, detect and prosecute crime (including the National Fraud Initiative) 

• protect public money (including the National Fraud Initiative) 

 
With other organisations (with your consent, or where the law allows us) to 

• provide services to the Council. These services are currently provided to Human Resources 

by AdviserPlus Ltd (HR manager advice and employment case management) and Commenius 

Ltd (Evolve learning management system) 

• provide services to you on the Council’s behalf 

 
How do we keep this information secure? 
Your information is stored securely on database and document management systems with stringent 
access and use policies. 
 
How long do we keep this information? We have a Human Resources retention policy which details how 
long we keep different types of records and when these are deleted. Please follow the link here to view 
it: [LINK] 
 
What are your rights? 
 
You have the right to request CBMDC to stop processing your personal data in relation to any council 
service. Wherever possible, we will seek to comply with your request but we may need to hold or process 
information in connection with one or more of the Council’s legal functions. 
 

If you have any questions about our use of these data, or you wish to request a copy of the 
information we hold about you, or you wish to discuss your rights in relation to opting out from 
these processes, please contact (insert details) 
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Fixed Term Contracts Policy- Summary of Changes 
 
 
  

Page /Paragraph/Appendix 
Number(select the 
appropriate action) 

Original / New / Amendment / Deleted – Statement  
(select the appropriate action) 

Page 8; Paragraph 2;  New Paragraph: 
 
“The relevant body may appoint a Headteacher on a fixed-
term contract where it determines that the circumstances of 
the school require it. In establishing such a contract the 
relevant body should consider how reward should be 
structured and whether achievement of objectives should be 
assessed over a shorter or longer timescale than would 
normally be the case”.  
 

Page 10; Paragraphs 4 & 5; New Paragraph: 
 
“Where teachers are employed on fixed-term contracts to 
teach for a complete term, the expiry dates should be those in 
the Burgundy Book (detailed above). 
 
The only time when an earlier expiry date may be acceptable is 
when the contract is a temporary one covering a period of 
sickness or maternity leave or other short-term leave of 
absence of the substantive post holder and the substantive 
post holder has a predicted return date earlier than the end of 
the school’s working term”. 
 



163 

 

The Governing Body of INSERT SCHOOL seeks to minimise the use of temporary and fixed term 
contracts and as far as possible to seek to employ staff on sustainable permanent contracts which 
promote stability of employment which helps the school to maintain an effective and committed 
workforce. 
 
Similarly, the Governing Body is committed to using casual employees only to cover for emergency 
short-term needs.  Any casual employee who remains in the school’s employment for longer than one 
month shall be issued with an appropriate contract of employment.   
 
The Governing Body’s policy reflects the following underlying principles:  
 

• Permanent contracts are the normal form of employment relationship between the school and 
its employees 
 

• Fixed term and temporary contracts will only be considered where there is an objectively 
justifiable educational, organisational or budgetary need to do so and this reason should be 
specified in the letter confirming the contract of employment 

 

• The principle of equality of opportunity applies equally to non-permanent staff as it does to 
permanent staff 

 

• Where the use of fixed term contracts is justifiable by objective reasons, staff on these contracts 
will otherwise be treated no less favourably than colleagues on open-ended contracts and will 
have the same entitlements and conditions of service as those on permanent contracts.  

 
The employment status of all fixed term employees, and the justification for the use of a fixed term 
contract, will be reviewed periodically.  If any employee should remain on a fixed term or temporary 
contract continuously for four years or more then they will have employment rights and the review will 
give regard to converting the contract to a permanent one unless there are very strong objective and 
justifiable reasons as to why this should not happen that can be robustly and objectively justified (Fixed-
term Employees (Prevention of Less Favourable Treatment) Regulations 2002). 
 
Staff on fixed term contracts will be consulted in good time before the date of expiry of their contract.  
All consultation on the termination of fixed term contracts will follow the procedure set out in the 
guidance below which is consistent with statutory dismissal procedures introduced by the Employment 
Act 2008 and the associated ACAS Codes of Practice.     
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Introduction 
 
Schools have the responsibility to manage employee contracts.  This means that those contracts need to 
be reviewed and monitored so that staff are treated reasonably and so that the school meets its legal 
obligations.   
 
This document relates to both fixed term and temporary employment; therefore when either is 
mentioned please assume that this means both types of employment contract. The policy provides 
information regarding the appropriate use of fixed term contracts and how they should be managed; 
the procedure concerning the expiry of fixed term and temporary appointments (that meets the 
requirements of the ACAS Code of Practice on Disciplinary and Grievance Procedures and guidance 
regarding the legal aspects and employee rights after four years of employments, with reference to the 
Fixed Term Employees (Prevention of Less Favourable Treatment) Regulations 2002.  
 
NOTE: Continuous Service 
Throughout this document, unless otherwise indicated continuous service includes service with 
Bradford Council and associated employments (see the Redundancy Payments (Continuity of 
Employment in Local Government) (Modification Order) 1999. 
 
A Fixed Term contract is defined as:  
 

1. Contracts that last for a specified period of time, or  
2. Contracts that will end when a specified task has been completed, or 
3. Contracts that will end when a specified event does or does not happen.  

 
Examples of fixed term employees include: 
 

1. Employees doing so-called ‘seasonal’ or ‘casual’ work who have contracts for a short period or 
task that end when the period expires or the task is completed.  

2. Employees on fixed term contracts concluded specifically to cover for maternity, parental or 
paternity leave or sick leave.  

3. Employees hired to cover for peaks in demand and whose contracts expire when demand 
returns to normal levels.  

4. Employees whose contracts will expire when a specific task has been completed 
 

Employees on Fixed Term Contracts have key employment rights: 
 

From day one:   
 

• An employee has the right not to be unlawfully discriminated against on the grounds of sex, 
race, disability, or age under the relevant anti-discrimination legislation. 

• An employee may claim for breaches of contract. 
  
 
After two years: 
 

• An employee has the right not to be unfairly dismissed. This requires the employer to follow a 
dismissal procedure which is in line with the ACAS Code of Practice on Disciplinary and 
Grievance Procedures.  The procedure set out in this document meets this standard.   

• An employee, including anyone aged 65 and over, has a right to a redundancy payment. 
 
After four years: 
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• An employee who has been employed under a fixed term contract, and where the contract has 
previously been renewed, after four years’ continuous employment their contract becomes 
permanent except where a further period of non-permanent employment can be robustly and 
objectively justified (Fixed term Employees (Prevention of Less Favourable Treatment) 
Regulations 2002).  

 
NOTE: 
There is no limit on the duration of a first fixed term contract.  Employees with a fixed term contract of 
more than four years who are still employed under the first contract will not automatically become 
permanent staff simply by acquiring four years’ service.  However, if there is any attempt to renew it 
with another fixed term, this will be ineffective and they will acquire permanent status unless there are 
strong reasons objectively justifying why this should not happen. 

Procedure for the use of Fixed Term Contracts   
 

Advertising the Fixed Term post 
Fixed term contracts will be advertised as other vacancies are. This is to ensure that the best possible 
candidate is recruited to the post. The job pack and advert will clearly state that the post is for a fixed 
period of time and the reason for this. Any additional documentation related to the vacancy, including 
the letter confirming an interview, will clearly state this is for a fixed term contract.   
 

Interviewing the Candidate 
When interviewing candidates for the fixed term post it will be made clear at the interview why the post 
is being offered on a fixed term basis and the proposed end date should be made clear.  Again, the 
reason for the post being on a fixed term basis will be explained. Prospective fixed term employees will 
be informed that should a vacancy arise within the school, they would have the right to apply in 
competition with other applicants.  When recruiting employees for fixed term contracts they must meet 
the person specification for the role in the same way as for permanent posts 
 

Creating the Fixed Term Contract 
Terminating a contract of employment where the terms of the contract are unclear can result in a legal 
challenge.  Because of this there is a need to be absolutely clear about the terms of the contract, the 
reason why it is offered on a temporary or a fixed term basis and that means that there is a risk of non-
renewal/dismissal without any guarantee that suitable alternative employment would be offered. 
 
Example terms of employment which could be incorporated into the contract are: 
 

“This contract is offered on a fixed term basis in order to cover a career break granted to Janice 
Smith which has been agreed until 31st August 2013. Your employment is therefore expected to 
end on the 31st August 2013. You will be consulted on the proposed termination and you may 
be served your contractual notice.  In this event the school will consider whether it has any 
suitable alternative employment to which you could be redeployed within the school.  You 
should note that there is no guarantee that any such alternative employment will be offered to 
you.”  
 
or 

 
“This employment is offered in order to increase the number of support staff available to 
supervise pupils during the building of our new nursery.  The nursery is expected to be 
completed by the 31st December 2014.  Your employment is therefore expected to end on the 
31st December 2014.  You will be consulted on the proposed termination and you may be served 
your contractual notice.  In this event the school will consider whether it has any suitable 
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alternative employment to which you could be redeployed within the school.  You should note 
that there is no guarantee that any such alternative employment will be offered to you.” 
 
or 
 
“You are employed on a fixed term basis to 31 August 2014 to cover a vacancy for a Year 4 
teacher.  The governing body’s policy is that all permanent teaching posts should be advertised 
openly and it intends to advertise the post next Easter with a view to making a permanent 
appointment to commence on the 1st September 2014.  Whilst you may apply for the post in 
competition with other applicants there is no guarantee that you would be the successful 
applicant.  Your employment would therefore end on the 31st August 2014 subject to you being 
served your contractual notice.  You will be consulted on the proposed termination. In this 
event the school will consider whether it has any suitable alternative employment to which you 
could be redeployed within the school.” 

 
Terminating a fixed term contract before its end date may mean that an employee is entitled to be paid 
for the balance of the contract unless there are “break clauses” written into the contract that would 
prevent this.  Examples of break clauses that may be used include provisions for termination in cases of 
capability, gross misconduct, for this reason a realistic end-date needs to be chosen.   
 

Reasons for Creating Fixed Term contracts 
Fixed term contracts will only be used for specific and objectively justifiable business and budgetary 
reasons.  Some of the reasons which may be used are as follows: 
   

• To cover absence caused by maternity, sickness, leave of absence, secondments, acting up and 
career breaks. 

• To undertake a specific project to completion or where the project has a fixed duration. 

• Where external funding has been provided for a specific purpose and for a fixed period of time. 

• To cover a vacancy pending recruitment. 

• To cover a post pending the recruitment of a fully qualified teacher. 

• To cover a post pending a staffing or school re-organisation. 

• Where there is a genuine and identifiable budget need.  

• To cover a post due to the school increasing in size (eg a bulge class for a specific period of 
time), or where falling rolls within the school are expected. 

 
Where a fixed term contract has been created for any of the above reasons, any termination would 
normally have to be justified by reference to that reason. 
 
The relevant body may appoint a Headteacher on a fixed-term contract where it determines that the 
circumstances of the school require it. In establishing such a contract the relevant body should consider 
how reward should be structured and whether achievement of objectives should be assessed over a 
shorter or longer timescale than would normally be the case.  
 

Maintaining and Reviewing a Fixed Term Contract 
Fixed term employees will be managed the same way as permanent staff.  Fixed Term employees have a 
legal right not to be treated less favourably than permanent staff. 
 

Pay and Benefits 
Employees on fixed term contracts will be employed on the same terms and conditions as permanent 
employees; this includes pay, holiday, sickness and pension rights. 
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Capability  
Employees on fixed term contracts will be performance managed in the same way as permanent 
employees using the performance management/Appraisal framework. Should capability issues arise 
then the employee will be subject to the same capability procedures as other teaching and support staff 
in school. 
 
Problems with performance can be taken into account when considering whether to extend a fixed 
term appointment.  However, managers should note that not renewing a fixed term contract due to 
performance issues, when otherwise it may have been renewed, may be considered as unfair if there 
has been no discussion and no support process offered previously. 
 

Misconduct and Employee Complaints 
Should employees on a fixed term contract behave inappropriately or should they raise a complaint or 
have a complaint made against them; the employee concerned will be subject to the same disciplinary 
and complaints procedures as permanent employees. 
 
 
 

Maternity 
Employees who become pregnant whilst being employed on a fixed term contract will be entitled to the 
same maternity rights as other staff.   
 

Reviewing Fixed Term Contracts 
Possible options include: 
 

• Renewal on the same terms for a new fixed period. 

• Renewal on revised terms. 

• Or non-renewal. 

• Consideration of any available suitable alternative employment within the school. 
 
Decisions on fixed term contracts will be made in sufficient time to allow for full consultation and to 
allow notice to be given to the employee.  It is advisable that this process starts at least two months 
prior to the resignation dates listed in this document.   
  
When renewing a fixed term contract it is possible to change the terms of the contract.  For example, 
the reason for the fixed term contract for a teacher can be changed from covering a vacancy to covering 
a maternity leave if the needs of the school have changed, assuming the qualifications and experience 
required are similar. Even if non-renewal is not being contemplated there will be a consultation meeting 
with the employee at a one to one meeting between the manager and the employee. 
 
Where the employment continues beyond the fixed term end date a new letter of appointment, or a 
letter varying the contract, will be provided which sets out any new terms applying to the contract and 
the reason for the fixed term appointment, even where this remains unchanged. 
 
Where non-renewal and a possible dismissal is being contemplated the consultation and dismissal 
process will follow.  
 
It should be noted that non-renewal without the offer of a suitable alternative employment will amount 
to a dismissal by reason of redundancy.  The dismissal of a person with over 2 year’s continuous service 
may result in a redundancy payment being made. 
 
It is also important to note that if an employee has over four years continuous service on a series of 
fixed term appointments then the employee has the right to be considered for a permanent contract 
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unless there are exceptionally strong, objectively justifiable reasons why permanency would not be 
appropriate. 
 
Before any non-renewal dismissal is considered it should be remembered that employers have a 
responsibility not to unjustifiably end a person’s employment and for this reason it is very important 
that alternatives to dismissal should be considered.  Additionally, notice of termination can be revoked 
if circumstances change, for example if a suitable alternative position arises before the termination 
takes effect.  

Procedure to Terminate Fixed Term Contracts  
 

Consultation 
Employees on Fixed Term Contracts will be consulted on any proposal not to re-new the contract prior 
to the ending of the contract.  The consultation process will follow the procedure set out below.   
 

Minimum Notice Periods 
 
Support staff: 
A meeting will be arranged with the employee and his/her union representative (or accompanying work 
colleague) to discuss the ending or renewal of the contract.  This meeting should take place at least 10 
working days prior to the intended commencement date of the notice period.   

 

• Weekly paid = 1 week’s notice (minimum*), or 1 week per year of service up to a maximum of 
12 weeks 

• 4 weekly paid  =  4 week’s notice (minimum), or 1 week per year of service up to a maximum 
of 12 weeks 

• Monthly paid  = 1 month’s notice (minimum), or 1 week per year of service up to a maximum 
of 12 weeks 

* Only one week’s notice is required for manual workers, however, it would be good practice to give at 
least four weeks notice.  (Please note some manual staff are on four weekly or monthly pay and this 
dictates the notice period the employee is required to receive).  
 
Teachers: 
A meeting will be arranged with the teacher and his/her union representative (or accompanying work 
colleague) to discuss the ending or renewal of the contract.  This meeting should take place at least 10 
working days prior to the intended commencement date of the notice period.   

 

• 31st May for ending the contract on the 31st August 

• 31st October for ending the contract on the 31st December (minimum), or 1 week per year of 
service up to a maximum of 12 weeks 

• 28th February for ending the contract on the 30th April (minimum), or 1 week per year of service 
up to a maximum of 12 weeks 

Where teachers are employed on fixed-term contracts to teach for a complete term, the expiry dates 

should be those in the Burgundy Book (detailed above). 

The only time when an earlier expiry date may be acceptable is when the contract is a temporary one 

covering a period of sickness or maternity leave or other short-term leave of absence of the substantive 

post holder and the substantive post holder has a predicted return date earlier than the end of the 

school’s working term. 

All employees on fixed term contracts will be consulted if their contract is not renewed.  If an employee 

is on a fixed term contract and their contract is unlikely to be renewed school will try and seek suitable 
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alternative employment within the school. It is not always possible to find suitable alternative 

employment and factors such the size of the school and the skill set of the employee will need to be 

taken into consideration. 

 
The employee will be informed of their right to a formal meeting which includes the right to be 
accompanied by a Trade Union Representative or work colleague.  
 

Formal Procedure 
 
The employee will be invited in writing to the meeting at least 5 days prior to the meeting, excluding the 
date of issue and the date of the meeting.  
 
The letter will contain the following information: 
 

• A clear statement that school is recommending dismissal at the meeting. 

• A summary of the reasons for that recommendation. 

• Copies of any documentation in support of the recommendation. 

• Clear guidance to the employee on how they can convey to the meeting their comments in 
respect of the recommendation and the reasons for it.  The employees input into the meeting 
can be exercised by the employee choosing any one of the following methods. 

 

• Attending the meeting in person with or without a Trade Union representative or work 
colleague. 

• Not attending the meeting but requesting that a Trade Union Representative or a work 
colleague to attend on their behalf. 

• Making their view known in writing. 

• Electing to neither attend nor make representations nor to have a Trade Union 
Representative or a work colleague to act on their behalf. 

 
Procedure at the Meeting 

• The school management representative will present the management case as to why 
consideration is being given to dismissing the employee (by non-renewal/extension of the fixed-
term/temporary contract or offer of further employment) on the expiry of the contract. 

• The employee, or their Trade Union Representative or work colleague, will make his or her 
representations to the Head teacher and may present supporting documentation or other 
evidence. 

• The Head teacher may ask questions of or seek information form either party as appropriate 
and encourage a full discussion of all matters in relation to the question of the dismissal of the 
employee. 

  
The following issues should also be considered in the meeting:   

• The feasibility of taking action to avoid the dismissal of an employee eg the possibility of 
additional funding becoming available and the individual’s employment being continued. 

• Redeployment to suitable alternative employment within the school. 

• The right to time off to seek alternative employment. 

• Any relevant training opportunities.  

• Where relevant, eligibility to a redundancy payment if the employee has two years service. 
 
After an adjournment of the meeting to consider the information presented the Head teacher will arrive 
at a decision in respect of the recommendation to dismiss. 
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Should the school require assistance from a HR Business Partner to attend these meetings, they should 
liaise with the HR Advisory Team. 
 
The range of possible decisions include the following: 
 

• Deciding not to dismiss.  

• Deciding to seek further information with or without an adjournment. 

• Deciding to dismiss and the reasons for dismissal. 

• Deciding to dismiss with deferral pending some specified criteria. 
 
The Head teacher will normally convey the decision verbally following the adjournment of the meeting, 
and in any event confirm it in writing within five working days of the decision being taken. 
 

Right of Appeal 
The employee has the right of appeal to the Appeals Committee of the Governing Body.  This right may 
be exercised by writing to the Clerk to Governors within 10 working days of the decision being 
communicated in writing to the employee (i.e. from the date the letter was issued) and calculated from 
whichever date was earliest.  The appeal hearing is a re-hearing with the employee having the same 
rights as the employee had had at the first hearing. 
 
There is no further right of appeal against the decision of the Appeals Committee.   
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Staff (and Volunteer) Acceptable Use Policy Agreement Template 
 

School Policy 
New technologies have become integral to the lives of children and young people in today’s society, 
both within schools and in their lives outside school. The internet and other digital information and 
communications technologies are powerful tools, which open up new opportunities for everyone. These 
technologies can stimulate discussion, promote creativity and stimulate awareness of context to 
promote effective learning. They also bring opportunities for staff to be more creative and productive in 
their work.  All users should have an entitlement to safe access to the internet and digital technologies 
at all times.  
 

This Acceptable Use Policy is intended to ensure: 

 

• that staff and volunteers will be responsible users and stay safe while using the internet and other 

communications technologies for educational, personal and recreational use.  

• that school systems and users are protected from accidental or deliberate misuse that could put 

the security of the systems and users at risk.  

• that staff are protected from potential risk in their use of technology in their everyday work.  

The school will try to ensure that staff and volunteers will have good access to digital technology to 
enhance their work, to enhance learning opportunities for pupils learning and will, in return, expect 
staff and volunteers to agree to be responsible users. 
 

Acceptable Use Policy Agreement  

 
I understand that I must use school systems in a responsible way, to ensure that there is no risk to my 
safety or to the safety and security of the systems and other users. I recognise the value of the use of 
digital technology for enhancing learning and will ensure that pupils receive opportunities to gain from 
the use of digital technology. I will, where possible, educate the young people in my care in the safe use 
of digital technology and embed online safety in my work with young people.  

 

For my professional and personal safety: 

 

• I understand that the school will monitor my use of the school digital technology and 

communications systems. 

• I understand that the rules set out in this agreement also apply to use of these technologies (e.g. 

laptops, email, VLE etc.) out of school, and to the transfer of personal data (digital or paper based) 

out of school  

• I understand that the school digital technology systems are primarily intended for educational 

use and that I will not use the systems for personal or recreational use within the policies and 

rules set down by the school.  

• I will not disclose my username or password to anyone else, nor will I try to use any other person’s 

username and password. I understand that I should not write down or store a password where it 

is possible that someone may steal it. 
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• I will immediately report any illegal, inappropriate or harmful material or incident, I become 

aware of, to the appropriate person.   

 

I will be professional in my communications and actions when using school ICT systems: 

 

• I will not access, copy, remove or otherwise alter any other user’s files, without their express 

permission. 

• I will communicate with others in a professional manner, I will not use aggressive or inappropriate 

language and I appreciate that others may have different opinions.  

• I will ensure that when I take and / or publish images of others I will do so with their permission 

and in accordance with the school’s policy on the use of digital / video images. I will not use my 

personal equipment to record these images, unless I have permission to do so. Where these 

images are published (eg on the school website /Twitter) it will not be possible to identify by 

name, or other personal information, those who are featured.  

• I will only use social networking sites in the staff room when on a break. 

• I will only communicate with pupils and parents / carers using official school systems. Any such 

communication will be professional in tone and manner.  I will not engage in any on-line activity 

that may compromise my professional responsibilities. 

The school and the local authority have the responsibility to provide safe and secure access to 
technologies and ensure the smooth running of the school : 

 

• When I use my mobile devices (laptops / tablets / mobile phones / USB devices etc) in school, I 

will follow the rules set out in this agreement, in the same way as if I was using school equipment.  

I will also follow any additional rules set by the school about such use. I will ensure that any such 

devices are protected by up to date anti-virus software and are free from viruses. 

• I will not use personal email addresses on the school systems. 

• I will not open any hyperlinks in emails or any attachments to emails, unless the source is known 

and trusted, or if I have any concerns about the validity of the email (due to the risk of the 

attachment containing viruses or other harmful programmes) 

• I will ensure that my data is regularly backed up, in accordance with relevant school  policies.  

• I will not try to upload, download or access any materials which are illegal (child sexual abuse 

images, criminally racist material, adult pornography covered by the Obscene Publications Act) 

or inappropriate or may cause harm or distress to others. I will not try to use any programmes or 

software that might allow me to bypass the filtering / security systems in place to prevent access 

to such materials. 

• I will not try (unless I have permission) to make large downloads or uploads that might take up 

internet capacity and prevent other users from being able to carry out their work.  

• I will not install or attempt to install programmes of any type on a machine, or store programmes 

on a computer without checking with the School System Manage first. 

• I will not disable or cause any damage to school equipment, or the equipment belonging to 

others. 
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• I will only transport, hold, disclose or share personal information about myself or others, as 

outlined in the School / LA Personal Data Policy (or other relevant policy). Where digital personal 

data is transferred outside the secure local network, it must be encrypted. Paper based Protected 

and Restricted data must be held in lockable storage. 

• I understand that data protection policy requires that any staff or pupil data to which I have 

access, will be kept private and confidential, except when it is deemed necessary that I am 

required by law or by school policy to disclose such information to an appropriate authority.  

• I will immediately report any damage or faults involving equipment or software, however this 

may have happened. 

• I will not allow anyone outside school to access my school laptop or iPad. 

When using the internet in my professional capacity or for school sanctioned personal use: 

• I will ensure that I have permission to use the original work of others in my own work 

• Where work is protected by copyright, I will not download or distribute copies (including music 

and videos). 

I understand that I am responsible for my actions in and out of the school: 

• I understand that this Acceptable Use Policy applies not only to my work and use of school digital 

technology equipment in school, but also applies to my use of school systems and equipment off 

the premises and my use of personal equipment on the premises or in situations related to my 

employment by the school. 

• I understand that if I fail to comply with this Acceptable Use Policy Agreement, I could be subject 

to disciplinary action.  This could include a warning, a suspension, referral to Governors and or 

the Local Authority and in the event of illegal activities the involvement of the police.  

I have read and understand the above and agree to use the school digital technology systems (both in 
and out of school) and my own devices (in school and when carrying out communications related to the 
school) within these guidelines.  
 
Staff / Volunteer Name:       
 
Signed:         
 
Date:         
 

 

 

 

 

 

Mobile Technologies Policy (inc. BYOD/BYOT) 
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Mobile technology devices may be a school owned/provided or privately owned smartphone, tablet, 
notebook / laptop or other technology that usually has the capability of utilising Sandy Lane Primary 
School’s wireless network. The device then has access to the wider internet which may include Sandy 
Lane Primary School’s learning platform and other cloud-based services such as email and data storage.  
The absolute key to considering the use of mobile technologies is that the pupils / students, staff and 
wider school community understand that the primary purpose of having their personal device at school 
is educational and that this is irrespective of whether the device is school owned/provided or personally 
owned. The mobile technologies policy should sit alongside a range of polices including but not limited 
to the Safeguarding Policy, Bullying Policy, Acceptable Use Policy, policies around theft or malicious 
damage and the Behaviour Policy. Teaching about the safe and appropriate use of mobile technologies 
should be included in the online safety education programme. 

 

Potential Benefits of Mobile Technologies 
 
Research has highlighted the widespread uptake of mobile technologies amongst adults and children of 
all ages. Web-based tools and resources have changed the landscape of learning. Students now have at 
their fingertips unlimited access to digital content, resources, experts, databases and communities of 
interest. By effectively maximizing the use of such resources, schools not only have the opportunity to 
deepen student learning, but they can also develop digital literacy, fluency and citizenship in students 
that will prepare them for the high-tech world in which they will live, learn and work.  
For further reading, please refer to “Bring your own device: a guide for schools” by Alberta Education 
available at: http://education.alberta.ca/admin/technology/research.aspx and to the “NEN Technical 
Strategy Guidance Note 5 – Bring your own device” - http://www.nen.gov.uk/bring-your-own-device-
byod/ 

 

Considerations 
 
There are a number of issues and risks to consider when implementing mobile technologies, these 
include; security risks in allowing connections to your school network, filtering of personal devices, 
breakages and insurance, access to devices for all students, avoiding potential classroom distraction, 
network connection speeds, types of devices, charging facilities, total cost of ownership 
Schools may consider implementing the use of mobile technologies as a means of reducing expenditure 
on school provided devices. However, it is important to remember that the increased network 
management costs and overheads involved in implementing this properly are likely to counterbalance 
or outweigh any savings. 
The use of mobile technologies brings both real benefits and challenges for the whole school 
community – including teachers - and the only effective way for a school to implement these 
successfully is to involve the whole school community from the outset. Before Sandy Lane Primary 
School embarks on this path, the risks and benefits must be clearly identified and shared with all 
stakeholders. 
 
A range of mobile technology implementations is possible. School should consider the following 
statements and remove those that do not apply to their planned implementation approach. 
 

• Sandy Lane Primary School Acceptable Use Agreements for staff, pupils/students and 

parents/carers will give consideration to the use of mobile technologies (See appendix A) 

 
 
 
 
 
 

http://education.alberta.ca/admin/technology/research.aspx
http://www.nen.gov.uk/bring-your-own-device-byod/
http://www.nen.gov.uk/bring-your-own-device-byod/
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• Sandy Lane Primary School allows:  

 School Devices Personal Devices 

 

School 
owned and 
allocated to 

a single 
user 

School 
owned for 

use by 
multiple 

users 

Authorised 
device2 

Pupil/Student 
owned 

Staff 
owned 

Visitor 
owned 

Allowed in 
school 

Yes Yes Yes No^ Yes  Yes 

Full network 
access 

Yes Yes Yes    

Internet only     Yes  

No network 
access 

   Yes  Yes 

 
Sandy Lane Primary School has provided technical solutions for the safe use of mobile technology for 
school devices/personal devices (delete / amend as appropriate): 
o All school devices are controlled though the use of Mobile Device Management software 

o Appropriate access control is applied to all mobile devices according to the requirements of the 

user (e.g Internet only access, network access allowed, shared folder network access) 

o Sandy Lane Primary School has addressed broadband performance and capacity to ensure that 

core educational and administrative activities are not negatively affected by the increase in the 

number of connected devices 

o For all mobile technologies, filtering will be applied to the internet connection and attempts to 

bypass this are not permitted 

o Appropriate exit processes are implemented for devices no longer used at a school location or by 

an authorised user. These may include; revoking the link between MDM software and the device, 

removing proxy settings, ensuring no sensitive data is removed from the network, uninstalling 

school-licenced software etc. 

o All school devices are subject to routine monitoring 

o Pro-active monitoring has been implemented to monitor activity 

• When personal devices are permitted: 

o All personal devices are restricted through the implementation of technical solutions that provide 

appropriate levels of network access 

o Personal devices are brought into Sandy Lane Primary School entirely at the risk of the owner and 

the decision to bring the device in to Sandy Lane Primary School lies with the user (and their 

parents/carers) as does the liability for any loss or damage resulting from the use of the device in 

school 

o Sandy Lane Primary School accepts no responsibility or liability in respect of lost, stolen or damaged 

devices while at school or on activities organised or undertaken by Sandy Lane Primary School 

                                                 
2 Authorised device – purchased by the pupil/family through a school-organised scheme. This device may be given 

full access to the network as if it were owned by the school 

• In exceptional circumstance and through discussions with parents it may become essential that older children 

may have to bring mobile phones into school. They should be locked away throughout the day and retrieved 

at home time. 
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(Sandy Lane Primary School recommends insurance is purchased to cover that device whilst out of 

the home) 

o Sandy Lane Primary School accepts no responsibility for any malfunction of a device due to changes 

made to the device while on Sandy Lane Primary School network or whilst resolving any connectivity 

issues 

o Sandy Lane Primary School recommends that the devices are made easily identifiable and have a 

protective case to help secure them as the devices are moved around Sandy Lane Primary School. 

Pass-codes or PINs should be set on personal devices to aid security 

o Sandy Lane Primary School is not responsible for the day to day maintenance or upkeep of the users 

personal device such as the charging of any device, the installation of software updates or the 

resolution of hardware issues 

• Users are expected to act responsibly, safely and respectfully in line with current Acceptable Use 

Agreements, in addition; 

o Devices may not be used in tests or exams 

o Visitors should be provided with information about how and when they are permitted to use 

mobile technology in line with local safeguarding arrangements 

o Users are responsible for keeping their device up to date through software, security and app 

updates. The device is virus protected and should not be capable of passing on infections to the 

network 

o Users are responsible for charging their own devices and for protecting and looking after their 

devices while in school 

o Personal devices should be charged before being brought to school as the charging of personal 

devices is not permitted during Sandy Lane Primary School day 

o Devices must be in silent mode on Sandy Lane Primary School site and on school buses 

o School devices are provided to support learning. It is expected that pupils/students will bring 

devices to school as required. 

o Confiscation and searching (England) - Sandy Lane Primary School has the right to take, examine 

and search any device that is suspected of unauthorised use, either technical or inappropriate. 

o The changing of settings (exceptions include personal settings such as font size, brightness, etc…) 

that would stop the device working as it was originally set up and intended to work is not 

permitted 

o The software / apps originally installed by Sandy Lane Primary School must remain on Sandy Lane 

Primary School owned device in usable condition and be easily accessible at all times. From time 

to time Sandy Lane Primary School may add software applications for use in a particular lesson. 

Periodic checks of devices will be made to ensure that users have not removed required apps 

o Sandy Lane Primary School will ensure that school devices contain the necessary apps for school 

work. Apps added by Sandy Lane Primary School will remain the property of Sandy Lane Primary 

School and will not be accessible to students on authorised devices once they leave Sandy Lane 

Primary School roll. Any apps bought by the user on their own account will remain theirs.  

o Users should be mindful of the age limits for app purchases and use and should ensure they read 

the terms and conditions before use. 
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o Users must only photograph people with their permission. Users must only take pictures or 

videos that are required for a task or activity.  All unnecessary images or videos will be deleted 

immediately 

o Devices may be used in lessons in accordance with teacher direction 

o Staff owned devices should not be used for personal purposes during teaching sessions, unless in 

exceptional circumstances 

o Printing from personal devices will not be possible 

o All teachers are responsible for ensuring children who they photograph for Twitter have signed the 

appropriate permission slip. 

Insurance 
 
o Sandy Lane Primary School accepts no responsibility or liability in respect of lost, stolen or damaged 

devices while at school or on activities organised or undertaken by Sandy Lane Primary School 

(Sandy Lane Primary School recommends insurance is purchased to cover that device whilst out of 

the home) 
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The handbook provides all staff with information about the day to 

day running of our school.  We hope that the handbook, together 

with the school prospectus provides you with useful information 
 

Induction 

 

1. Administrative induction led by Diane Bonham (Business Manager) 

2. Classroom Expectations led by Fiona Newsome (Head of School) 

3. Team specific induction led by the Phase Leader 

4. SEN induction led by the SEND Co-ordinator (teaching staff and SEN LSA’s 

only) 

5. Child protection and Health and Safety induction led by Linda Walker 

(Inclusion Leader) 
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Mission Statement 
 

 

 

 

 

 

 

 
 

 
 

 

Fulfilling potential 

Unlocking opportunity 

No-one left behind: 

Fulfilling Potential: 

• Our aim is to provide a school community which embraces excellence for all. 
Pupils, parents, staff and volunteers work together in order to recognise and 
achieve their highest aspirations; knowing that to achieve the greatest for 
oneself is the very foundation of fulfilling potential for all. 

Unlocking Opportunity: 

• Our aim is to provide a clear pathway to everyone’s highest aspiration. A wider 
world of opportunities introduced by the use of a creative curriculum design with 
imaginative use of resources and partners across the community. We will use the 
skills of resilience and self-awareness to instil a passion for new learning 
experiences. Using these crucial life skills to dissolve barriers and embrace a 
future of life-long learning and success in our chosen path. 

No one left behind: 

• A school that truly understands and embodies an empathy for all who pass 
through its doors. Our actions reflect the needs of all our pupils, to be the people 
who they want to be, by providing the encouragement and resources to make 
the improvements that they need in order to make the best possible progress 
towards their life goals. 
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Our Sandy Lane Team 

Name Role Responsibilities 

Senior Leadership Team 

Mr J Cooper Executive Headteacher 

Senior Leadership Team   

Achievement and Standards Leader 

Strategic Leader - Whole School  

School Improvement 

Child Protection Lead 

Premises and safeguarding 

Reporting to Governors 

Mrs Fiona Newsome Head of School 

  

Reception Phase Leader 

Teaching and Learning 

Designated Safeguard Lead 

Interventions 

Website development  

Pupil Premium/New to English/Least Able 

Mr Mark Hitchen Assistant Headteacher 

Year 2 Teacher - Larch 

KS1 Phase Leader  

Maths Leader 

PE Leader 

Mrs Claire Dunsire Assistant Headteacher 

Year 3/4 Teacher- Beech 

LKS2 Phase Leader 

Curriculum, Teaching and Learning 

Coaching Program 

Science Lead 

Mr Daniel Paton Assistant Headteacher 

Year 5/6 Teacher- Bonsai 

 

UKS2 Phase Leader 

English Leader 

Transition Leader 

Mrs Linda Walker Inclusion Leader 

  

(non –teaching) 

Behaviour and Attendance Lead 

Child Protection Lead  

Parent Involvement 

School Council 

Miss Louise Johnson 

 

SEND SEND (Mon/Weds pm/Thurs)  

provision – curriculum support and training 

Liaise with external agencies 

Report to Headteacher and Governors 

Teaching Team 

Miss Ellie Waddington Reception Teacher 

(Ladybirds) 

 

Miss Rachel Yorke 

  

Reception Teacher 

(Butterflies) 

 

Mrs Angie Leach Reception Teacher 1 day 

Mrs Caroline Shaw Year 1/2 Teacher (Blossom) Phonics 

Mrs Kylie Creed Year 1/2 Teacher (Poplar)   

Mrs Emma Greenfield Year 3/4   Teacher (Willow)   

Miss Holly Carolan Year 3/4 Teacher (Ash)  

Ms Shabana Kausar Year 5/6 Teacher (Elder)  

Mrs Sarah Egan 

 

Year 5/6 Teacher (Maple) Computing 

Support Staff Team 

Mrs Jane King HLTA (Mon/Tue/Wed/Thurs) 

KS1 
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Stationary 

 

Mrs Lisa Knight HLTA (Mon/Tues/Wed/Thurs) 

UKS2 

Educational visits Leader 

  

Mrs Diane Armitage 

 

Nursery Nurse Reception (Mon/Tues/Wed) 

Mrs Sally Hood Nursery Nurse Reception (Wed (am)Thurs/Fri (am)) 

Mrs Shazia Khan Teaching Assistant   (Mon/Wed/Thurs/Fri (am)) 

Year 3/4 

Mrs Joyce Kendall Learning Support Assistant (Mon/Tues/Wed/Thurs) 

Year 5/6 

Miss Claire Skelly Learning Support 

Assistant/ First Aid 

Year 5/6 

Mrs Sue Lawrance Learning Support Assistant  (Mon/Tues/Wed/Thurs) 

3/4 

Mrs Karen Dickinson Learning Support Assistant   Year 1/2 

Mr Paul Malin Learning Support Assistant (Mon/Tues/Wed/Thurs) 

Year 5/6 

Mrs Lucy Larvin Learning Support Assistant (Mon/Tues/Wed/Thurs) 

Year 1/2 

Mrs Naweed Sheikh Learning Support Assistant (Tues/Wed/Thurs) 

Year 5/6 

Mrs Philippa McHugh Learning Support Assistant Year 3/4 & 5/6 

Mrs Angela Naylor Learning Support Assistant   (Mon/Tues/Wed/Thurs am) Year 3/4  

Mrs Monica Puri Learning Support Assistant   EYFS 

Mrs Kami Kaur Learning Support Assistant Year 3/4 

Miss Amy Barker Learning Support Assistant EYFS 

Miss Beth Fox Learning Support Assistant Year 1/2 (Apprentice) 

Admin Staff Team 

Mrs Diane Bonham Business Manager 

Mon/Tues/Wed/Thurs 

Mrs Jane Martin Admin Assistant  

Miss Ellie Burns Clerical Assistant  

Mr Darren Senior Peripatetic Bursar 

Primary Technology IT technician (Mon am) 

Miss Clare Rodgers (Lead) 

Miss Beth Fox 

Mrs Janette Stott 

 

Bright Sparks 

 

RFM 

 

 

Caretaking Company 

Lunchtime Supervisors Kitchen Staff Cleaning Staff (RFM Cleaning Co.) 

Miss C Rodgers (Senior) 

Mrs J Stott 

Mrs S Hamid 

Miss D Kirk 

Mrs S Afzal 

Mrs S Qadar 

Miss B Fox 

Mrs R  Kumar(Kitchen Manager) 

Mrs N Mir (Assistant Manager) 

Mrs I Litera 

Mrs C Lillie 

Mrs J Craven (Kitchen 

Administrator) 

Miss C Skelly (Supervisor) 

Mrs S Afzal  

Mrs K Dickinson 

Mrs J Kendall 
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The children are organised into the following classes. All (except Reception) are named 

after trees. 

 

Ladybirds Reception children   

Butterflies   Reception children   

Poplar Class          Yr 1/2 children    

Blossom Class  Yr 1/2 children   

Larch Class   Yr 2 children    

Willow Class   Yr 3/4 children   

Ash Class   Yr 3/4 children    

Beech Class Yr 3/4 children    

Elder Class   Yr 5/6 children     

Maple Class             Yr 5/6 children   

Bonsai Class                        Yr 5/6 children      

Mrs N Hussain  

Mrs N Bashir (casual) 
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Daily Routines 
   

Children can come straight into school from 8.45.  Teachers remain in the classrooms to 

welcome the children in.   Learning Support Assistants monitor the door and cloakrooms on 

a rota basis.  Parents of Reception children are encouraged to bring their children into 

school and settle them into the classroom. Children who have been at Breakfast Club and 

children who come to school on the bus will be sent to their classrooms on arrival.  

 

Playtime  10.45am to 11.00am (KS1) 

10.30am to 10.45am (KS2) 

   

  KS1 only 2.15pm – 2.25pm 

 

    

Lunchtime 11.55am to 12.55pm (Reception 11.50am to 12.55pm) 

 

 
 

Playtime Routines 

Class teachers are responsible for ensuring all the children have gone out to play/to lunch 

before going for their break.  At the end of play/lunch, LSA’s and teachers go out to collect 

the children. The Class Teacher leads the class into school and the LSA supervises the back 

of the line.  LSA’s are responsible for supervising cloakrooms until all children are back in 

class. 

  

Reception and KS1 children should be brought to the Hall by the Class Teacher at lunchtime.  

KS2 children go out to play first and are called into lunch once the Hall is clear by the 

Lunchtime supervisors. 

 

Supervision 

Four staff members are timetabled to supervise the playground during playtimes. These 

members of staff must ensure they are on the playground before other classes come out 

to play.  Two members of staff at the bottom (supervising the slide and climbing frame), 

one at the top and one in the middle. At the end of break, the first bell rings and the 

children stand still.  The teacher in charge instructs the children to walk to their lines.    

 

Wet Playtimes  

The member of staff on duty decides if the conditions are unsuitable for outdoor play. The 

member of staff must inform classes if it is to be an indoor playtime.  If this is the case, 

children are expected to stay in the classrooms and must be supervised by their Class 

Teacher/LSA.  

 

Forgotten Items 

Learning Support Assistants should telephone parents if a child has forgotten their 

packed lunch or swimming costume.  This should be done using the offices of either Fiona, 

Louise or staffroom. 
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Toilets 

Children are encouraged to use the toilet when they go and get their coats for playtime / 

lunchtime and when they take their coats off at the end of playtime/lunchtime.  They 

should not be allowed to come back into school once they are outside. 

 

Rotas/Timetables 

All timetables and rotas are displayed in the staffroom and copies will be provided at the 

beginning of the year.  

 

School Finishes at 3.15pm 

LSA’s supervise the cloakrooms as the children collect their belongings.  The teacher 

escorts their class to the exits.  Reception and KS1 teachers are responsible for sending 

the children one at a time to their parents/carers. Some children attend the Bright Sparks 

after school club (in the Sycamore building), some children go home on the bus (gather in 

Ash).  You will be informed as to which children use clubs/the bus/after school club. 

There are no timing bells in school – please use your classroom clock. 
 

 
 

Bright Sparks Breakfast Club 

The Club will run from the Portakabin from 7.30am until 8.45am and will be supervised by 

Clare Rodgers and the Bright Sparks team.  Registration for all children attending each 

session at the Breakfast Club will be made through our iPal online system. 

 

Bright Sparks Afterschool Club 

The Club will run from the Portakabin.  Children attending the Club will be collected from 

their classrooms by a member of the Bright Sparks team at the end of school.  All sessions 

for the Afterschool Club must be booked in advance using the iPal online system. 

 

 
 

Late Collection 

Children who are not collected from school at the end of the day will stay in the classroom 

with the class teacher until 3.30 pm.  After that time parents will then be contacted and 

asked to collect their children immediately. 

 

 

 

 

Accidents/Injuries  

Any accidents or injuries sustained by a child during the school day must be recorded on 

CPOMS and the child given a first aid band.   First Aid should be administered by a member 
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of staff and if there is any cause for concern notify Miss Skelly the First Aid lead, 

Executive Head or Head of School immediately (See First Aid Policy).  

 

Serious injuries must be reported on the online system.  See Diane Bonham. 

 

Incidents involving head injuries must always result in a note being sent home. 

 

Registration 

Registration is completed electronically using SIMS, only mark children who are present on 

the electronic register.  A white sheet with the days of the week on is in the red register 

and names of children who are absent should be put on this sheet.  There is also a paper 

copy of the register in the red register and this can be used if SIMS is not available.  Parent 

pay should be completed daily.  Registration takes place at 8.55am and 12.55pm.  The red 

register and class box are taken to the corridor near the Hall by 2 class monitors at morning 

registration and the red register only at the beginning of the afternoon.  

 

Collection of Money from Children 

Money collected from children should go into the class box in named envelopes at the 

beginning of the day.  This box is returned to class by monitors at the end of the day with 

anything that needs to be handed out to children including letters and messages. 
 

Assembly  
Assemblies take place as follows: 

 

Monday and Thursday 2.45pm to 3.00pm.  Friday 9.00am – 9.15am. 

 

Friday is our celebration assembly.  Class teachers should select a star of the week every 

Thursday for the following weeks Friday assembly and write a certificate.  This is to 

ensure that parents have advance notice to attend the assembly.  The certificate to be 

put in the folder in the staff room and duplicate information to be completed on the form 

in the folder.  A group photograph of the children is placed on the wall outside the Hall. 

  

Assembly Guidelines 

• All class teachers must ensure the children enter the Hall in a silent, calm and 

sensible manner. Staff should also enter the Hall in silence and set this example 

throughout assembly. (e.g. If staff need to talk to children they must use quiet 

voices.)   

• Children sit in rows, youngest to oldest.   

• If you are leading assembly, ensure the music is not loud so that children must remain 

quiet in order to hear it 

 

Behaviour, Rewards and Relationships with Children 
The Behaviour Policy clearly explains the expectations for behaviour.  It is crucial that all 

staff follow the same routines for promoting positive behaviour and that there is a 

collective responsibility for all children around school. Positive relationships with all children 

is the foundations of good behaviour.  Fiona Newsome (Head of School) and Linda Walker 
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(Inclusion Leader) have responsibility for behaviour.  Please see Linda with any queries 

regarding behaviour and policy. 

 

School Rules 

1. Follow instructions from any adult the first time. 

2. Keep hands, feet and objects to yourself. 

3. Walk calmly and quietly in school. 

4. Show respect to everyone. 

5. Never swear or use unkind words. 

 

Rewards 

Class Dojo is an electronic reward system.  Children will be rewarded Class Dojos for their 

good behaviour. 

In Reception children will receive a sticker for every 10 Dojos awarded. 

Key Stage 1 and 2 children will receive a certificate at the end of every half term to 

celebrate how many Dojos they have been awarded.  

Classes will receive a special reward chosen by them for every 200 Dojos they collect 

together. 

 

 

The Sandy Lane Code 

RESPECT 
To Show… 

Resilience, Passion and Excellence 
Never give up 

Self-awareness and Empathy 
Care for yourself and others 

 

Teamwork and Communication 
Work together 

Zero Tolerance Behaviour Flow Chart 

 
 

 

 

 

 

 

All children start each day on Green 
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Learning Support Assistants 

Our Learning Support Assistants are highly skilled and are an invaluable resource. Learning 

Support Assistants are timetabled to a particular year group.  The Class Teachers organise 

the deployment of the Learning Support Assistant including interventions and support for 

children, alongside the SEND.   Please note, Learning Support Assistants work under the 

direction of the Class Teacher and must be used to maximum effect to support children’s 

learning.  They must remain in class during lesson times and must seek authority from 

the Class Teacher or Phase Leader to carry out any work or activity outside of the 

classroom. 
 

If a child breaks a rule they will be given a warning 

If a child continues to break the rules they will be asked to 

move their name to amber 

If the child corrects their 

behaviour they can put their 

name back to green. 

If the child continues to 

break the rules they will be 

asked to move their name to 

red. 

Once a child has gone to red, a red 

behaviour slip will be sent to parents.  

This will have to be signed and 

returned to the class teacher. 

They will also miss their playtime. 

 

If the child corrects their 

behaviour they can put their 

name back to green. 

Anyone who 

goes onto 

red twice in 

one week 

will be given 

a lunch time 

detention. 

 

Anyone who goes 

onto red twice in 

one day will go the 

Phase Leader or 

Mrs Walker and 

will be kept out of 

class for 15 

minutes. 

 

Children who are given 3 

lunch time detentions in a 

half term will be given a 

30mins after school 

detention.  This will 

transfer to a severe. 

If persistent rule 

breaking continues 

once the child has 

returned to class they 

will be given a severe. 

If the child corrects their 

behaviour they can put their 

name back to green. 
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Uniform 

Information about our school uniform can be found in the prospectus.  The Class Teacher 

should be aware that:- 

• Children should not wear trainers inside school and should change into school 

shoes/pumps if they come into school with them on unless it is their PE day. 

• Children should not wear jewellery other than small, plain, stud earrings and/or a 

watch.  

• Children should come in their PE kit on their PE day. 

 

Educational Visits 

Educational visits are encouraged as these are often the most memorable experiences that 

the children get in school. All school visits must take place in accordance with the Policy 

Statement on Educational Visits, including completion of Risk Assessments.  Documents to 

help plan an educational visit can be found on the Teacher Drive (Teacher Drive (T:)/School 

Documents/2021-22/Educational Visits.  There are also forms to be completed which can 

also be found in the Educational Visits folder.  If you have any queries the Educational Visits 

Co-ordinator is Lisa Knight who can help with planning.  After a visit has been arranged and 

the letter sent out to the children the office will let the teacher have a list of the children 

that have paid together with a copy of the letter for the teacher to chase. 

 

Illness 

In the event of a child being taken ill during the school day the class teacher should try to 

determine the seriousness of the illness.   Where it is considered that the child is too ill to 

remain in school the LSA should telephone the parent to come and collect the children and 

the children should stay in the classroom if possible.  If a child is unable to stay in the 

classroom an adult should stay with the child until collected.  Children should not sit outside 

the school office unattended. 

 

Accident Procedures 

Miss Skelly is the lead first aider in school and can help with medical issues.  Other staff 

have Emergency First Aid training and Paediatric First Aid training.  The list of these staff 

is located at the first aid area on the KS2 corridor. Please note if a child has a serious injury 

or is sent to hospital an online form must be completed.  Please see Diane Bonham to 

complete this form. 

 

 

 

Emergency Procedures 

• The fire alarm is tested every Tuesday between 9.15am and 9.30am unless otherwise 

stated on the staffroom white board. 

• Once a month (usually the first Tuesday of the term) there will be a long fire alarm 

test to make sure the fire doors shut automatically. 

• Each half-term there will be a full school fire evacuation, the assembly point is in 

the playground at the back of the school. 

• In each room there is a plan (Fire Drill Procedures – yellow) and a site plan of the 

route to take when there is an evacuation.  This is situated on the wall at the side of 
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the exit door.  Please take time to familiarise yourself and the children of the 

evacuation procedures. 

• If you have to evacuate from the hall through the gate at the side of the school and 

by sycamore classroom there are padlocks fitted – the code is 4321.  The gate by 

sycamore should be locked at all times. 

• Children with learning difficulties should have an emergency evacuation plan. 

• In the event of a disaster the whole school should assemble in Greenwood Park at 

the top of Cottingley Road at the Sandy Lane traffic lights. 

 

Staff 

• Please can all staff ensure that they sign in and out on the electronic system 

everytime they leave the premises. 

 

• Please note that the staffroom door must be closed at all times. 

 

• Please note most forms you will need to complete can be found in the blue drawers in 

the staffroom. 

 

Health and Safety 

• Any liquids, powders or aerosols brought into school must have a COSHH sheet 

before it can be used.  

• All electrical items must be PAT tested before using in school.   

• Please use step ladders provided for putting things on display boards in high to reach 

areas – do not take personal risks. 

• Any near miss accidents or incidents must be recorded on Smartlog. 

• Staff accidents need to be recorded in the accident book in Diane’s room and if the 

member of staff goes to hospital an on online form needs to be completed.  Please 

see Diane. 

 

 

 

 

 

 

 

 

 

 

Clothing 

Staff can come to school in sports clothes on PE days or, change into PE kit during the day. 

There is no specific dress code for staff but all staff should dress smartly - no jeans, 

trainers or pumps please, sensible shoes must be worn.  As a general rule, if you can see up 

it, down it or through it you shouldn’t wear it! 

 

Mobile phones 
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Staff must not use their personal mobile phones to contact parents.  Mobile phones should 

be on silent throughout the school day and should only be accessed during break 

times/lunchtimes and NEVER in the classroom/playground/when children are present.  

 

Staff must not use personal mobile phones to take photographs or videos of children.  

 

Lunches  

Staff can order a lunch from the kitchen (school dinner or sandwich etc.).  The cost of a 

lunch is £2.30 and £3.10 with a dessert.  Please note orders must be in by 10.30 am. 

 

Refreshments - Tea and Coffee 

Tea and coffee in the staffroom is for visitors only.  Staff should bring their own 

tea/coffee milk.  Mugs/plates etc are communal.  Please keep the staff room tidy!  

Learning Support Assistants are asked to tidy the kitchen and load and unload the 

dishwasher on a rota basis. 

 

Ordering 

All orders should be made on an order form (blue drawers in staffroom).  They must be 

signed by the staff member responsible for that budget.  All orders should be given to 

Diane Bonham – School Business Manager. 

 

ICT 

Primary Technology are the company contracted to deal with ICT problems.  They are in 

school Monday morning.  They also have a job sheet which is an icon on each computer 

desktop.  They will issue a username and password for new staff to log on to the system 

together with username and password to log on to a computer and a printer ID.  Diane 

Bonham will issue usernames and passwords for email, SIMs, Smartlog and FMS (if 

required).  Jane Martin will issue re-set passwords for emails and Smartlog. 
 

 

 

 

 

 

 

 

 

Communication 

Every effort is made to ensure communication is efficient and effective.  The following 

systems are therefore in place: 

 

Meetings 

Teacher Staff Meetings are held on Mondays at 3.30pm.  We aim to keep the 

meeting to one and a half hours.  Any handouts/information from these meetings are 

stored on the computer system.    Training days are planned in advance and the staff 

are made aware of their content.  
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• Pigeon Holes - Every member of staff has a ‘pigeon hole’ in the staffroom where any 

post, memos etc are filed on a daily basis.  Please check (and empty!) daily.  All staff can 

use the pigeon holes as a way of communicating with each other.  

 

• Whole school leaflets/information - Any leaflets/publications intended for all 

staff will be put on the coffee table in the staffroom.   

 
• Weekly staff briefing - There is a weekly staff briefing to run through the diary for 

the following week on Monday morning at 8.30 prompt.  This is held in the staffroom (or 

on Zoom if needed) and all staff are expected to attend. 

 

• Diary - Staff use an electronic diary system on SIMS. Staff must seek authorisation 

from the Headteacher before entering events in the diary but must make sure that 

there are diary entries if they are out of school (ie: courses/appointments etc) 

 

• Newsletters - Parents receive phase newsletter at the beginning of every half term 

written by the phase leader.  There will be a whole school newsletter towards the end 

of each half term written by the headteacher. 

 

• Notice board - Timetables/assembly information/staff meeting information/school 

development plan are all pinned on the boards in the staffroom.   

 

• Whiteboard in staffroom – please read at beginning and end of day/breaks and 

lunchtimes for current information 

 

• Class file - Each class has a file which contains information about the children in that 

class including any medical needs.  Please take time to look through this file. 

 

• Smartlog – this is the online booking system for recording maintenance and/or faulty 

equipment etc.  It is also used for near misses.  Please use the online system (do not 

rely on messages or post-it notes!) 
 

 

A chat is however often the best way to communicate!! 
Absence  

If you find that you are becoming ill and are unable to come to work, all staff should 

telephone the  Head of School on her mobile by 7.30 am at the latest or as soon as 

reasonably practicable given your hours of work.  School can then organise cover for your 

class.  You must also let the Phase Leader and the office staff know of your absence. There 

is a return to work form to complete upon your return. Please see Diane Bonham. 

 

Requests for planned or unplanned leave of absence should be made in writing using a “Leave 

of Absence Request Form”.  This should be submitted to the Headteacher and will be taken 

to the Leave of Absence panel, and should include the full reasons for the request which 

make clear why the leave cannot be taken during a normal school closure period, and the 
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dates and length of the period of leave of absence requested.  The leave of absence policy 

outlines your entitlements.   

SEN 

Louise Johnson is our school SEND.  She produces a list of all the children on the register 

at the beginning of the year.  It is important that new teaching staff find time to chat with 

her during the first few weeks of term to become familiar with our SEN routines. Learning 

Support Assistants should consult their class teacher. 

Child Protection 

The Inclusion Leader, Linda Walker and the Head of School are the Child Protection 

Officers in school.  All staff should be vigilant about child protection issues and speak to 

either member of staff if they have any cause for concern.  Note – this must be on the 

same day and before the child leaves school.  You should also record your concern on the 

online system (CPOMS).  All staff should be trained in child protection and the use of 

CPOMS.  Some children in school are currently on the ‘at risk’ register for various reasons.  

You will be made aware of any children in school who are at risk.  

For your own protection:- 

• Try to have 2 people present if you are changing wet pants/clothes 

• Try not to be alone with a child 

• Do not sit a child on your knee 

• Do not transport children to/from school alone or conduct a home visit alone 

 

Health and Safety Policies are available on the website and in the School Business 

Manager’s office 
 

We follow Bradford Education’s Code of Practice for Employees which takes account of the 

legal and moral responsibilities the Council and Governors of schools have to employees, 

children, visitors, residents and members of the public whilst they are on our premises. 

 

To ensure the safety of all the children in our care and the staff please follow these 

guidelines:- 

• Children should never be left unattended. 

• Children should not be indoors at playtime or lunchtime without permission. 

• No child should leave the school site during the day without an adult. 

• If children are usually met by an adult after school and there is no-one there to meet 

them they must come back to the teacher and at 3.30 pm the parent should be 

contacted and the child taken to the office. 

• All staff should make themselves aware of the Health and Safety Policy. 

 

 

Visitors/Volunteers to school 

Any visitors/volunteers to school are asked to sign in at the office and wear a visitors badge.  

Please make visitors feel welcome but challenge any stranger who is not wearing a badge. 

 

We are very lucky to have a number of volunteers in school, most are parent helpers.  They 

do a great job  . . . please look after them.  Volunteers should not work alone in a room with 



194 

 

a child.  Some Volunteers prefer to hear the children read in corridors/ outside the 

classroom, this is acceptable.  If a parent who would like to help in school approaches you, 

please accept them enthusiastically and ask them to speak to Fiona Newsome – Headteacher 

or Linda Walker – Inclusion Leader to discuss further.   

 

Communication to Parents 

All letters to be sent to parents must be authorised by Fiona Newsome – Head of School 

before passing on to the school office.  We have a parent texting service which the office 

staff can send to parents for reminders, thank-you notes, requests, cancellations etc.  

Meetings can be arranged with parents/telephone calls made.  Contact details are kept in 

the school office and the Head of School’s office. 

 

Press Publicity and Photographs 

It is important that the school receive maximum positive publicity for all events and 

successes.  If you feel that an event is worthy of a little publicity contact the local press. 

 

There are some parents that have indicated that they do not want publicity for their child 

and they should not appear in an article or be photographed.  Please refer to the class file. 

Policies 

We have a comprehensive set of policies with a timetable for review.  A copy of every policy 

is kept in the School Business Manager’s office.  Policy updating is the shared responsibility 

of staff and Governors.  As new policies are written, the file is updated and staff informed. 

They are also stored on the Teacher Drive. 

 

 

 

 

Teaching And Learning 

It is crucial that all teaching staff are familiar with the national curriculum expectations 

of the year group they are teaching and the year groups below.   

 

Your Phase Leader will provide you with the relevant information regarding planning and 

expectations including where to save your planning.   

 

Children have a home reading record which parents should sign weekly. These should be 

monitored closely by the class teacher. 

Courses, Training and Professional Development 

Professional development is a vital part of the growth of all our staff members. It is 

important that every member of staff is given every opportunity to advance their knowledge 

and skills. With this in mind, we therefore encourage all staff to attend training courses 

when the need arises and the funds are available.  

 

If you see a course that you feel would be particularly relevant for you, please see your 

Phase Leader.   
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Jane Martin - Admin Assistant is responsible for booking courses and keeping the courses 

file up to date please make sure that she has the information regarding the course for her 

to do this. 

 

All staff are given annual Performance Management meetings with their Senior Leader in 

the autumn term to set targets and discuss training needs. This is an opportunity to discuss 

openly and honestly about how you feel your work is developing and how you would like to 

see it develop further. 

 

There is certain annual training via Smartlog which needs to be completed annually including 

GDPR, Safeguarding, E-Safety (Autumn term), Fire Awareness, Health and Safety (Spring 

term), Manual Handling, Working at Heights and Slips, Trips and Falls (Summer term).  

These should be completed within a two week window. 

Problems or Issues 

Please discuss anything that you are unsure of or unhappy about with a senior member of 

staff.  It is much better to seek clarification than spend unnecessary time worrying over 

something.  Problems can be easily resolved. 
 

School Council 

The school council consists of 2 children from each class (Early Years are represented by 

older children).  These representatives are elected at the beginning of the school year and 

members serve for one year.  The School Council is led by Linda Walker. 
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2021/2022 

SANDY LANE PRIMARY SCHOOL 
 HOLIDAY SCHEDULE FOR PARENTS 
     

2021 
 

 Re-open Wednesday  1st September 

    

Half Term Close Friday 22nd October 
 Open Monday 1st November 

    
Christmas Close Friday 17th December 

 

2022 
 
 Open Tuesday 4th January 

    

Half Term Close Friday 18th February 

 Open Monday 28th February 
    

Easter Close Friday 8th April 
 Open Monday 25th April 

    

MAYDAY Closed Monday 2nd May 

    
EID Closed Tuesday  3rd May 

    
Spring Bank Close Friday 27th May 

 Open Monday 13th June  

    

EID Closed Monday  11th July 

    

Summer Close Monday 25th July 
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Code of conduct for all staff, governors and volunteers 
 

Introduction 
1. The public is entitled to have trust and confidence in the integrity of The School Community 

and the staff working within it. 
 
2. Your conduct must therefore be of the highest standard. Trust in the integrity of people 

working (paid or unpaid) with in the school is a crucial part of the success of the school.  
 
3. This Code of Conduct has therefore been prepared to achieve these aims: 

• To tell you about some of the statutory, national and local obligations which govern your 
conduct as an employee/volunteer of Sandy Lane Primary School 

• To help you on issues of conduct by providing a framework of guidelines. 
 
4. Read the code of conduct, sign the form and return it to the office. In doing so you are 

agreeing to follow this Code. This code must be signed at the start of each school year. 
 

5. If any points are unclear or you are not sure of the appropriate action to take in a situation, 
whether or not it is covered in this code you must consult your Executive Headteacher. 

 

Children’s Rights 
6. The aim of this code is also to ensure that children and young people have the right to: 

• respect; 

• information about themselves; 

• be protected from harm; 

• have a say in their life; 

• a good start in life; and 

• be and feel safe and secure. 
 

Scope 
7. This Code of Conduct applies to all people working in Sandy Lane Primary School whether 

they be paid, contracted, governors or volunteers (see appendix 1). 
 

General Obligations 
8. You must act with utmost good faith with regard to the business of Sandy Lane Primary 

School, and must do all in your power to promote the school’s interests and not do anything 
which may adversely affect the School’s reputation. 

9. You must be an outstanding role model to children working professionally at all times. 
Smoking, including E cigarettes and vapour cigarettes is strictly prohibited in school and on 
the school premises as in all Local Authority buildings. 

10. You must not attend work under the influence of drugs or alcohol. If suspected, you will be 
sent home and may be suspended pending further investigations. 

11. Dress should be professional at all times. Shoes must be worn (not trainers or pumps). Jeans 
should not be worn in school and children should not be able to see ‘up, down or through’ 
clothing. Whilst on school outings / sports events, clothing should be suitable for the outing 
(eg outdoor clothing or work clothing for indoor trips). 
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12. Staff must not wear any item of clothing or accessory which may be linked to an extremist 
organisation. 

 
13. Statutory, National and Local Obligations 

Teaching staff must also adhere to the terms and conditions outlined in The School Teachers Pay 
and Conditions Document, annually updated. A copy of which can be found on: 
 
 https://www.gov.uk/government/publications/school-teachers-pay-and-conditions 

 
14. Sections 35 and 36 of the Education Act 2002 and 2011 applies to the staffing aspects in 

relation to schools. 
 
15. Other relevant documents include: 

• staff handbook  

• disciplinary procedure 

• ICT acceptable use for staff 

• Staff privacy notice 

• Section 1 ‘Keeping children safe in education’ September 2016 

•  Sexual Offences Act 2003 (Staff are aware that under the Sexual Offences Act of 2003, it 
is an offence for any person over 18 to have a sexual relationship with a child under 18 
where that person is in a position of trust in respect of that child). 

• Safeguarding & Child Protection Policies. 

• Care & Control policy 

• Equality policy and principles 
 
 

These documents will be shared at induction. The Executive Headteacher is responsible for 
telling you about these.  If you are not certain about a course of action, you must ask. 
 

Public Duty and Private Interest 
 

12. Your off-duty hours are your own personal concern.  It is important, however, that you do 
not put yourself in a position where your duty to the School and your private interests 
conflict. (e.g. Attendance at a march or rally could result in disciplinary action.) 

 
13. You are expected to abide by the policies of the School.  Your own personal or political 

opinions and beliefs must not interfere with the provisions of balanced professional advice 
or your duty to carry out those policies. 

 

Confidentiality and Information Disclosure 
 

14. You must conform to the requirements of the General Data Protection Requirement May 
2018 (GDPR) and must take all reasonable steps to ensure that the loss, destruction, 
inaccuracy or disclosure of information does not occur as a result of your actions.  This 
includes information relating to school business and pupil data. 

 
15. You must not disclose personal or financial information about any pupil, volunteer, governor 

or other member of staff to any unauthorised person, external organisation or agency 
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without the express consent of the individual concerned or that of the Executive 
Headteacher. 

 
16. You must not use information obtained in the course of your duties to the detriment of the 

School or for personal gain or benefit; nor should you impart this information to others who 
might use it in such a way.  

 
17. Confidential information belonging to the School must not be disclosed to any person not 

authorised to receive it. 
 

Other Employment 
18. You may not set up a business or accept employment with a business engaged in work which 

is in direct competition with the School. 
 
19. If you do have another job it must not conflict with the School’s interest or bring the School 

into disrepute. 
 
20. If you have another job with another organisation you should not act as a messenger, go 

between or arbitrator between that organisation and the School.  Formal channels of 
communication should be maintained. 

 
21. Your working commitments to another employer must not interfere with your work for the 

School; you must be able to work for the School at the contracted/arranged times rested and 
refreshed. 

 

Use of School Time and Facilities 
22. Whilst on duty you should be working.  The School’s property and facilities (eg stationery, 

display screen equipment, photocopier) may only be used for official school business unless 
permission for their private use has been granted. 

 
23. You may use the School telephone to make important private calls.  
 
24. You must account for all money and property for which you are given responsibility in the 

course of your work. 
 

Publication of Books/Articles 
25. If you want to publish books, articles, letters, dissertations etc which you have written in 

connection with your duties and in which you describe yourself as holding an appointment 
with the School, you must first consult your Executive Headteacher. 

 

General 
26. In accordance with The School’s Equality Policy you must ensure that you do not discriminate 

in recruitment and employment practices nor in the delivery of services.  You must also 
ensure that in your dealings with the local community, all members of the public are treated 
with respect and fairness. 

 
27. You must also comply with the requirements of any professional body of which you are a 

member. 
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28. Serious misconduct and/or criminal offences committed during or outside of working hours 
which bring you or the School into disrepute will be the subject of disciplinary action which 
could lead to dismissal. 

 

Financial Inducements, Gifts, Hospitality and Sponsorship 
29. You must not seek or receive preferential rates by virtue of your dealings on behalf of the 

School.   
Offers of hospitality, including visits to exhibitions, business meals, social functions, etc 
should only be accepted if there is a genuine need to represent the School as part of your 
official duties.  These must be authorised in advance by your Executive Headteacher. 

 
30. Where an external organisation wishes to sponsor or is sought to sponsor a School activity, 

the above rule 29 applies.  Particular care must be taken when dealing with contractors or 
potential contractors.   

 

Disciplinary Action 
31. Any breach of this Code of Conduct will be the subject of a management instruction or 

disciplinary action which could result in dismissal.  A volunteer or governor will receive a 
caution in the event of any breach. 

 
Further Information 
32. This Code of Conduct cannot cover every eventuality.  Its purpose is to alert you to some of 

the matters about which queries are received.  It does not replace the general requirements 
of the law, common sense and good conduct. 

 
33. If you are uncertain about what to do in a particular situation or you require further 

information or guidance on the appropriate course of action to take in any situation you must 
contact your Executive Headteacher for advice before you taken any action. 

 
34. Please sign the tear-off slip below and forward it to the Executive Headteacher. 
 
 
 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 
 
 
I confirm that I have read and understood the Code of Conduct for Sandy Lane Primary School 
and agree to abide by its contents. 
 
 
Print Name ……………………………………………………………………………………………… 
 
 
Signed: ……………………………………………………….       Date: …………………………… 
 
 
 

Please return this slip to the Executive Headteacher as soon as possible. 
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Stress Policy  

The Governing Body and the management of this school place a high value on providing a supportive 
working environment and on maintaining the health, safety and welfare of its employees at work. It 
recognises that their wellbeing is important to the school’s performance and to the education of the 
children whom we serve. Our school therefore, takes positive measures to encourage employees to be 
in the best health that they can be, both physically and mentally. We recognise that workplace stress is 
a health and safety issue and acknowledge the importance of identifying and working towards 
eliminating workplace stressors. 

Primarily this policy is concerned with stress problems arising from the working environment, but we 
recognise that an employee’s personal life may also lead to stress. The school is committed to 
implementing this Policy for all employees in order to enable individuals to cope successfully with the 
demands and pressures in their lives, whatever the cause of their stress, by providing appropriate 
support to employees. 

For the purpose of this policy, health and wellbeing is taken to include the promotion of positive mental 
health of all staff, and the prevention and management of problems such as stress, anxiety and 
depression. 

Definition of stress 

Stress is experienced when people cannot cope with the pressures and demands placed upon them. All 
work has its pressures and people vary in their capacity to cope with different types of pressure. Some 
levels of pressure, even when high, can be motivating and challenging. Pressures that can be responded 
to effectively are likely to lead to job satisfaction. However, pressures at a level where an individual 
cannot cope, or even too little pressure or challenge, are likely to result in stress. 

The school will deliver this policy through: 

1.    Improving the organisational environment through effective and sensitive management; 
developing working practices and procedures that reduce the factors which may lead to stress 
in the workplace and addressing the underlying causes of workplace stress. 

2.   Implementing the HSE Management Standards for Work-Related Stress which provide a 
yardstick against which to measure performance in tackling the causes of work-related stress. 

 See http://www.hse.gov.uk/stress/standards/index.htm 

3  Promoting the health, safety and wellbeing of all employees, including the use of risk 
assessments and health needs analysis to identify and reduce hazards impacting on the health 
of the workforce. 

4.    The use of employee consultation to monitor and identify areas of the school where 
interventions could prevent or reduce health problems. 

5.    Providing consistent, equitable and effective procedures to prevent and manage workplace 
health and well-being problems. 
 

6.    Providing opportunities for employees to maintain and promote their health and well-being. 
 

7.    The Governing Body undertakes to monitor levels of staff ill-health and absence on a regular 
basis, paying particular attention to workplace stress.  
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8. The Governing Body accepts its duty to monitor and address levels of stress experienced by the 
Executive Headteacher. 
 

This policy should be seen as overarching other policies that are in place and can be considered as part 
of the school’s positive approach to health and wellbeing.  

These include: 

• Equalities policies  

• Harassment policy  

• Health and safety policy  

• Family friendly policies  

• Work-life balance  

Principles 

The school will ensure that all employees who experience health problems are treated fairly, sensitively, 
with respect and in accordance with the school’s equal opportunities policy. 

The school will aim to promote a positive and preventative rather than punitive approach 

The school will consult with trade union representatives on any proposed action relating to the 
prevention of ill health, stress and mental health problems. 

Open communication will be encouraged and promoted, whilst the school will ensure that employees’ 
confidentiality is respected. 

The school will provide access to training for all managers and supervisory staff in good management 
practices. 

Shared Responsibility 

• Progress can only be achieved through recognising that the promotion of positive health is a 
shared responsibility. 

• The school is a significant employer in the community and has a responsibility to ensure the 
continual development of a safe and healthy work environment and to create the conditions 
that enable staff to maintain and improve their health. 

• Management in the school has a responsibility to ensure that the promotion of the health of 
staff becomes a key part of the organisation’s culture and that this is reflected in day-to-day 
work practices. 

• Staff have a responsibility for their own health, for developing an awareness of the factors that 
contribute to ill health, and for participating in the efforts to raise health standards. 

Responsibilities 

Senior Managers and the governing body are expected to: 

• Demonstrate their commitment and support to this policy by ensuring that the principles and 
approaches to managing health and wellbeing are implemented. 

• Reflect the policy’s principles and approaches within their management practice. 

• Conduct Risk Assessments on workplace stress based on the HSE Stress Management Standards, 
and implement the recommendations which arise. 

• Monitor the level of workplace stress in consultation with trade union representatives. 
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Line managers are expected to: 

• Reflect the policy’s principles and approaches within their  management practice. 

• Ensure good communication between management and staff, particularly where there are 
organisational and procedural changes. 

• Ensure that staff are provided with clear and realistic objectives and that performance is 
managed effectively and fairly. 

• Conduct and implement recommendations of risk assessments/health needs analysis within 
their areas and provide modification of work where it is known employees are stressed. 

• Ensure that bullying and harassment are not tolerated within the workplace. 

• Monitor working hours and overtime to ensure that staff are not overworking. Monitor holidays 
to ensure that staff are taking their full entitlement. 

• Follow the school’s procedures and use appropriate support where necessary. 

  

Employees are expected to: 

• Support the school’s Health and Wellbeing policy and initiatives. 

• Raise issues of concern with their line manager, Safety Representative or the Council’s Health 
and Wellbeing Service (tel. 01274 434246). 

• Seek to safeguard their own health 

Support 

In order to support this policy, the following Human Resources services are available to managers and 
employees. 

Bradford Council Health and Wellbeing Service – to provide advice, guidance and training on health and 
wellbeing issues and what steps the school and/or employee can take, (tel. 01274 434246). 

PACT HR – to give support, guidance and training to managers and employees in dealing with stress and 
in the use of the school’s related policies and procedures. 

Trade Unions. 

Bradford Council Occupational Safety – to provide support and guidance on the risk assessment process 
and what steps can be taken to minimise or eliminate risks (tel. 01274 431007). 

Other sources of information: 
 
HSE website: www.hse.gov.uk/stress 

The www.bradford.gov.uk/scsafety site has a link to the 'Wellbeing Homepage' under 'W', where 
the following downloads can be found: 
 
Bradford Council Stress Policy  
Stress Risk Assessment Guidance 
Stress Risk Assessment Short Guidance  
Stress Risk Assessment Form 
Stress Risk Assessment - School Example 
Stress Management Action Plan Guidance 
Stress Management Action Plan Form 
Wellbeing at Work: Employee Information Leaflet   

http://www.hse.gov.uk/stress
http://www.bradford.gov.uk/scsafety
http://www.bradford.gov.uk/scsafety/policy_files/AuthorityStressPolicy.doc
http://www.bradford.gov.uk/scsafety/wellbeing_files/StressRiskAssessment-Managers%20guidance%20NEW.doc
http://www.bradford.gov.uk/scsafety/wellbeing_files/Stress%20Risk%20Assessment%20Managers%20Short%20Guidance.doc
http://www.bradford.gov.uk/scsafety/wellbeing_files/Stress%20Risk%20Assessment%20form.doc
http://www.bradford.gov.uk/scsafety/wellbeing_files/StressRiskAssessment%20-%20School%20example.doc
http://www.bradford.gov.uk/scsafety/wellbeing_files/Stress%20Management%20Action%20Plan%20Short%20Guidance.doc
http://www.bradford.gov.uk/scsafety/wellbeing_files/Stress%20management%20action%20plan%20form.doc
http://www.bradford.gov.uk/scsafety/wellbeing_files/wellbeingleaflet.doc
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HSE Stress at Work Website  
HSE Stress Management Standards   
The username and password to access documents at www.bradford.gov.uk/scsafety  can be 
obtained from the council’s Health & Safety department, which can be contacted through council 
switchboard on 01274 432111.    
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Introduction 
 
1.1 The reporting of workplace concerns is commonly known as ‘whistleblowing’ or ‘making a 

disclosure in the public interest.’ 
 
1.2 The Governing Body of this school takes seriously its responsibilities for good governance, the 

appropriate and efficient use of public money and resources and is committed to the highest possible 
standards of openness, integrity and accountability. Where any worker has a concern that might fall 
within the scope of this document they are encouraged to report the matter to the senior management 
of the school or the Chair of Governors, as appropriate.  The Chair of Governors of the school 
(‘Responsible Officer’) has overall responsibility for the implementation of this policy for the school. 

 

1.3 The policy applies to all workers of the school. To be a ‘worker’ an   individual must –  
 

• Work for the school under a contract of employment 

• Be contractually required to perform personal work or services for the school and the school is 
not either a client or customer of a profession or business undertaking work carried out  by that 
individual 

• Be on a work experience placement provided pursuant to a training course or programme or 
training for employment (or both) 

 
1.4 This policy is intended to encourage and enable workers to raise serious concerns within the 

school, by setting out the process to make a disclosure under the Public Interest Disclosure Act 1998. 
 
1.5 The school accepts that some staff may prefer to do this in a confidential way to avoid any public 

disclosure of their identity.  This policy makes it clear that workers can raise concerns of illegal or 
improper conduct without fear of victimisation, subsequent discrimination or disadvantage.  

 
1.6 This policy does not form part of any contract of employment or contract for services and it may 

be subject to change, withdrawal or replacement at any time.   

Aims and Scope  
 
1.2 Workers are encouraged to report any concerns they may have about any aspect of the school, 

the conduct of its staff, the school’s governors, or any other member of staff acting on behalf of the 
school. 

 
1.3 In the first instance, the concerns should be reported to the Headteacher of the school.  If the 

concerns are in relation to the Headteacher, these should be reported to the Chair of Governors.  Any 
concerns in relation to members of the school’s governing body, should be made to one of the senior 
management members of Bradford Council (named at Appendix A) 

 

1.4 This policy is not intended to deal with 
 

• Complaints relating to a person’s own personal circumstances as an employee of the school, 
such as matters relating to their own terms and conditions, the way they have been treated at work, or 
about personal differences or conflicts.  In these cases, these should be referred to the school’s 
Complaints and Grievance Procedure. 

• Complaints about any third party organisation or about another member of the public 
 
2.4 This policy aims to:  
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• Encourage employees to feel confident in raising serious concerns of illegal or improper 

conduct, and to question and act upon concerns about practice.  
• Provide employees with a mechanism to raise those concerns and to be told of any 

action taken to address concerns. 
• Ensure that employees have received a response to their concerns and that they are 

aware of how to pursue these if they feel that the internal processes have not been successful.  
• Reassure employees that they will be protected from possible reprisal or victimisation if 

they have a reasonable belief that they have made any disclosure in good faith.  
 
2.5 Employees should report anything that: 
 

• makes them feel uncomfortable in terms of known standards, their experience or the standards 
they believe the school subscribes to; 

• is against the school’s policies and procedures; 

• falls below established standards of practice; or 

• amounts to improper conduct 
 
2.6 If they disclose information which suggests that any member of staff has; 
 

• behaved in a way that has harmed, or may have harmed a child; 

• possibly committed a criminal offence against children, or related to a child; 

• behaved towards a child or children in a way that indicates s/he is unsuitable to work with 
children. 

 
2.6.1 The statutory guidance contained in the Department for Education publication Working 

Together to Safeguard Children, 2013 and, where relevant, the specific guidance given by the Secretary 
of State under sections 157 and 175 of the Education Act 2002 namely Safeguarding Children and Safer 
Recruitment in Education and Dealing with allegations of abuse against teachers and other staff, will be 
followed because of the specific obligations upon persons reporting concerns regarding the wellbeing of 
children and young people.  

 
2.6.2 The local arrangements for reporting such concerns can be found on the website of the 

Bradford Safeguarding Children Board at http//Bradford-scb.org.uk/policies.htm.  There is an 
expectation that concerns that fit one or more of the above criteria are reported within 24 hours.  The 
website referred to above, gives guidance and identifies who is the Senior Manager from each agency 
who can advise on each step of the process.  These procedures are commonly referred to as the ‘LADO’ 
(Local Authority Designated Officer) procedures. 

 

Qualifying Disclosures 
 
2.7.1 The law provides protection for workers who raise legitimate concerns about specified matters. 

These are called "qualifying disclosures". This policy is not designed to replace or be used as an 
alternative to the school’s complaints and grievance procedure.   

 
2.7.2 A qualifying disclosure is one made in the public interest by a worker who has a reasonable 

belief that one of the following is being, has been or is likely to be committed: 
 

• a criminal offence;  
• a miscarriage of justice;  
• an act creating risk to health and safety;  
• an act causing damage to the environment;  
• unauthorised use of public funds 
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• an act of fraud or corruption 
• Sexual or physical abuse of pupils 
• a breach of any other legal obligation; or  
• concealment of any of the above; 
 

Protected Disclosures 
 
The school is committed to good practice and high standards and wants to be supportive of workers.  

Any disclosure of information as detailed above will only be a protected disclosure if it is made in the 
reasonable belief of the worker that the disclosure is in the public interest.  

 
2.8.1 No worker who uses this procedure in the reasonable belief that the disclosure is in the public 

interest will be penalised for doing so.  A worker has the right not to be subjected to a detriment by any 
act or deliberate omission by another worker employed by the school on the ground that he or she has 
made a protected disclosure. 

 
2.8.2 The school recognises that you may wish to seek advice from, and be accompanied by, your 

trade union representative when disclosing a concern under this code.  It acknowledges and endorses 
the role that a trade union representative providing advice and/or making a disclosure of information 
on behalf of one of their members in accordance with this code will not suffer detriment in their 
employment with the school. 

 
2.8.3 The school will not tolerate any harassment or victimisation (including informal pressures) and 

will take appropriate action to protect workers when they raise a concern that they believe is in the 
public interest to disclose. 

 
2.8.4 In the absence of any reasonable belief any worker that is found to have made an allegation 

frivolously, maliciously or for personal gain may be subject to disciplinary procedures.  
 

Confidentiality and Anonymous allegations 
 
2.9.1 A concern reported under this policy will be treated confidentially. Unless the worker agrees, 

their identity will not be disclosed by the school in dealing with their concern within this policy.  
 
2.9.2 However this policy encourages workers to put their name to allegations whenever possible. 

Concerns expressed anonymously will be considered at the discretion of the school.  
 
2.9.3 In exercising this discretion the factors to be taken into account will include:  
 
• The seriousness of the issues raised.  
• The credibility of the concern.  
• The likelihood of confirming the allegation from attributable sources.  
 
2.9.4 In the event of a concern disclosing alleged criminal activity, the worker may be asked to help 

the police or other appropriate enforcement agency. In the event of disciplinary action taken by the 
school the worker may be asked to give evidence under the school’s disciplinary procedure.  

 

Untrue Allegations 
 
2.10 If a worker reasonably believes that the claim was made in the public interest, but the claim is 

not confirmed following investigation, no action will be taken against the worker. However, maliciously 
making a false allegation is a disciplinary offence. If a claim is made frivolously, maliciously or for 
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personal gain, then disciplinary action may be taken against the worker in the absence of any 
reasonable belief. 
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How to Raise a Concern  
 
3.1 As a first step, workers should raise concerns with their immediate manager or the 

Headteacher. This depends, however, on the seriousness and sensitivity of the issues involved and who 
is suspected of the malpractice. For example, if the worker believes that Senior Management or the 
Headteacher are involved, they should approach the Chair of Governors.  If the complaint is in relation 
to the school’s governing body, then one of the individuals identified at Appendix 1 should be contacted 
in the first instance.  The earlier a concern is expressed, the easier it is to take action.  

  
3.2 Workers may also decide that they wish to raise their concerns to prescribed persons or bodies 

identified by the Government within the Education Sector.  All contact information for these prescribed 
persons or bodies is available at Appendix B are taken from the document ‘Blowing the Whistle to a 
prescribed person: List of prescribed persons and bodies, February 2016 (produced by the Department 
for Business Innovation and Skills). 

 
3.3 As the statutory protections for whistleblowers only apply in certain prescribed circumstances, 

workers are strongly encouraged to seek advice before making an external disclosure.  If an external 
disclosure is made to an external body or agency, there may be a requirement for the worker to 
demonstrate why they thought the internal school procedure was not appropriate. As an employee of 
the school, disclosing concerns externally, even in good faith, without first attempting to report 
internally, may result in disciplinary action being taken against you. 

 
3.4 Workers are reminded that they must not disclose personal, sensitive, confidential or otherwise 

protected information to any person who is not authorised to receive it. As an employee of the school, 
unauthorised disclosure of such information may result in disciplinary action being taken against you. 

 
3.5 If as a consequence of a workers complaint, information is published, which turns out not to be 

true and which has the potential to damage another person’s interests or reputation, there is a risk that 
they could be sued for defamation. Where it is clearly in the public interest for information to be 
brought out into the open immediately (even though it is untested and may ultimately turn out to be 
untrue or incorrect) a legal defence called “qualified privilege” is available.  Concerns reported in good 
faith under this policy within the school will normally be covered by this defence.  However deliberate 
false statements will not. 

 
3.6 If a worker is not a member of a trade union and/or they wish to obtain confidential advice 

about making a disclosure from an independent source, there is a charity called “Public Concern at 
Work” that can be contacted on 0207 404 6609 – helpline@pcaw.co.uk. 

 
3.7 In the case of a concern being raised through school management, depending on the nature of 

the concern, the complainant will need to demonstrate to the person contacted that there are 
reasonable grounds for their concern. Concerns may be raised verbally or, preferably, in writing. Staff 
who wish to make a written report are invited to use the following format: 

 
• The background and history of the concern (giving relevant dates).  
• The reason why they are particularly concerned about the situation. 
• Why they think this concern is in the public interest to disclose  
 
3.8 Workers may wish to consider discussing their concern with a colleague or trade union 

representative before making a disclosure and may find it easier to raise the matter if there are two (or 
more) who have had the same experience or concerns.  However, they should each make a separate 
and individual disclosure and should then not discuss the matter further between themselves. 

 
3.9 Workers have the right to invite a trade union representative, or a work colleague, to be 

present during any meetings or interviews in connection with the concerns that they have raised.  
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How the school will respond 
  
4.1 Where concerns raised under this policy are referred to the Headteacher/Chair of Governors, 

they will seek appropriate HR / legal advice as required.  The reported matter may: 
 

• be investigated by management, Internal Audit, or through the disciplinary process.  

• be referred to the police.  

• be referred to an external auditor  

• form the subject of an independent inquiry 

• be investigated by an independent investigating officer, appointed on behalf of the school. 
 
4.2 Where concerns have been raised with any other party, appropriate action will be taken, in 

order that the concerns are dealt with in the most efficient manner.  This may result in the decision to 
progress the concern(s) through any of the actions identified as part of point 3.6.1 or through another 
course of action, deemed appropriate. 

 
4.3 In order to protect individuals and those accused of illegal or improper conduct, initial enquiries 

will be made to decide whether an investigation of any kind is appropriate and, if so, what form it 
should take.  

 
4.4 Concerns or allegations, which fall within the scope of specific procedures (for example, child 

protection or discrimination issues), will normally be referred for consideration under those procedures.  
 
4.5 Some concerns may be resolved by Governing Body action without the need for investigation. If 

urgent action is required, this will be taken before any investigation is conducted.  
 
4.6 It may be that the person that is dealing with the concern, may wish to meet with the person 

that has made the disclosure, in order to clarify certain details.  Where any meeting is arranged as part 
of this procedure, the employee’s trade union representative or work colleague may attend the 
meeting. 

 
4.7 Within 10 working days of the date of the disclosure, (excluding periods of school closure) the 

party dealing with the concern(s), will write to the complainant and where possible will provide the 
information below where this is available:  

 
• Acknowledging that the concern has been received.  
• Indicating how the matter is to be dealt with.  
• Giving an estimate of how long it will take to provide a final response, telling 

the complainant whether any initial enquiries have been made.  
• Telling the complainant whether further investigations will take place and if not, 

why not.  
 
4.8 The amount of contact between the persons considering the issues and the complainant will 

depend on the nature of the matters raised, the potential difficulties involved and the clarity of the 
information provided. If necessary, the school may seek further information from the complainant.  

 
4.9 Under the Schools Financial Regulations, in some circumstances, the details of the disclosure 

may need to be reported to Internal Audit, or to the Local Authority Monitoring Officer.  
 
4.10 Where a concern is disclosed about wrongdoing or harm to children, young people and/or 

vulnerable persons, the school will refer the matter for investigation by a person with sufficient and 
appropriate independence, experience and expertise in such matters to be able to adequately 
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investigate the concern raised. Where appropriate it may be necessary to report the matter to the LADO 
(Local Authority Designated Officer). 

 
4.11 The school will take steps to minimise any difficulties that complainants may experience as a 

result of raising a concern. For instance, if they are required to give evidence in criminal or disciplinary 
proceedings the school will arrange for advice on the process to be given.  

 
4.12 The school accepts that the complainant expects to be assured that the matter has been 

properly addressed. The relevant party, subject to any legal constraints and Data protection, will inform 
them of the outcome of any investigation that may take place.  

 
4.13 Please note, complainants will not be given any information regarding possible sanctions 

against any employee that they have complained about. 

How the matter can be taken further 
 
5.1 This policy is intended to provide workers with a way within the school to raise concerns. The 

school hopes staff will be satisfied with any action taken. If they are not, and feel they wish to take the 
matter outside the school, the following are possible contact points:  

 
• The school’s external auditor  
• The Audit Commission (confidential reporting for suspected fraud)  
• Your trade union  
• Your local Citizens Advice Bureau  
• Relevant professional bodies or regulatory organisations  
• A relevant voluntary organisation  
• Prescribed persons or bodies, identified at Appendix B 
• The police  
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Appendix A 
 

Persons who may be contacted for advice on making a confidential complaint 
 
 
Chief Executive 
Kersten England       01274 432001 
 
Strategic Director, Children’s Services 
Michael Jameson       01274 431266 
 
Strategic Director, Adult and Community Services 
Bernard Lanigan       01274 432900 
   
Strategic Director, Regeneration and Culture 
Mike Cowlam       01274 433762 
 
Strategic Director, Environment and Sport 
Steve Hartley       01274 434748 
 
Director of Finance 
Stuart McKinnon-Evans      01274 432800 
 
Director of Public Health 
Anita Parkin        01274 432805 
 
Director of Human Resources 
Sue Dunkley        01274 436135 
 
City Solicitor/Monitoring Officer 
Dermot Pearson (interim)      01274 432496 
 
Corporate Fraud Unit – Bradford MDC   01274 432861 
 
Reporting Benefit Fraud      01274 437511 
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Appendix B 
 
Below is a list of the prescribed persons and bodies who you can make a disclosure to. There is also a 

brief description about the matters you can report to each prescribed person (this is taken from the 
document ‘Blowing the Whistle to a Prescribed Person: List of Prescribed Persons and Bodies, published 
by the Department for Business Innovation and Skills) 

 
Education Her Majesty’s Chief Inspector of Education, Children’s Services and Skills (“the Chief 

Inspector”)  
About matters relating to the regulation and inspection of establishment and agencies for children’s 

social care services.  
 
Ofsted Piccadilly  
Gate Store Street  
Manchester  
M1 2WD  
Tel: 0300 123 3155  
Email: whistleblowing@ofsted.gov.uk  
 
Office of Qualifications and Examinations Regulation  
About matters in relation to which the Office of Qualifications and Examinations Regulation exercise 

functions under the Apprenticeships, Skills, Children and Learning Act 2009.  
 
Casework Manager  
Ofqual Spring Place  
Coventry Business Park  
Herald Avenue  
Coventry  
CV5 6UB  
Tel: 0300 303 3346  
Email: Public.Enquiries@ofqual.gov.uk  
Online reform form: www.ofqual.gov.uk/complaints-and-appeals/whistleblowing/.  
 
Secretary of State for Education  
About matters relating to the following educational institutions in England: Maintained schools; 

Maintained nursery schools; Independent schools (including academies and free schools); Non-
maintained special schools; Pupil referral units; Alternative provision academies; 16-19 Academies (and 
free schools); Sixth form colleges; Special post-16 institutions.  

 
Ministerial and Public Communications Division Department for Education Piccadilly Gate  
Store Street  
Manchester  
M1 2WD  
Tel: 0370 000 2288  
Online contact form: www.education.gov.uk/contactus  
 
 

Appendix C Template Form for Whistleblowing 
 

Making a public interest disclosure (whistleblowing) 
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This form is intended for use by any individual working for the school (including contractors, 
agency workers and volunteers) who wish to raise an issue about alleged wrongdoing. 

This form should be used to report wrongdoing within the school (for example, financial 
irregularities or health and safety concerns), rather than to raise a personal grievance (for 
example, if you would like to make an allegation of bullying or harassment, or are complaining 
that your contract of employment has been breached). 

If you are unsure about whether your concerns are best dealt with under the school’s 
whistleblowing policy or grievance policy, please read the above policies for guidance. If, having 
read the whistleblowing policy, you remain unsure about which procedure to use, please consult 
your School Business Manager for further advice. 

Once you have submitted this form, the school’s whistleblowing policy will be invoked. This may 
result in an investigation, which will not involve anyone (for example, your line manager) you may 
have implicated below. 

In certain circumstances, you can request that your concerns be kept anonymous. Where 
possible, school will respect a request for anonymity, but cannot guarantee that it will be able to 
do so. 

This form should be completed and delivered to your Headteacher in an envelope marked 
"confidential" or sent as an email attachment with "confidential" in the subject line. 

Formal public interest disclosure (whistleblowing) 

Employee's name:  

Employee's job title:  

Employee's department:  

Date:  

Does your public interest disclosure 
relate to your line manager? 

Yes/No 
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Summary of disclosure: 

Please set out the details of the issue that you wish to raise, providing examples where possible, particularly 
dates, times, locations and the identities of those involved. You may attach additional sheets if required. 

 

Individuals involved: 

Please provide the names and contact details of any people involved in your concerns, including witnesses. 
 

Outcome requested: 

Please set out how you would like to see the issue dealt with, and why and how you believe that this will 
resolve the issue. 

 

Declaration: 

I confirm that the above statements are true to the best of my knowledge, information and belief. I 
understand that, if I knowingly make false allegations, this may result in the organisation taking disciplinary 
action against me. 

Form completed by:  

Signature:  

For completion by the school: 

Date form received by the school:  

Name of recipient and job role:  

Signature:  

 


