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Love Learning, Work Together, Achieve and Shine 

VISION AND ETHOS 

‘Love of Learning and Working Together’ permeates everything that we do at Tatworth Primary School. 
Our children strive to ‘Achieve and Shine’ and reach their full potential in a supportive and encouraging 
environment. 

Our pupils are our most important consideration and we want school to be an enjoyable and exciting 
experience for them. School should be a place where pupils feel safe and secure, where they feel valued 
and cared for. Throughout their time at Tatworth we focus on the learning behaviours of: keeping going, 
respect, being motivated and engaged, taking responsibility, being a risk taker, team player and aiming 
high. 

Tracey Hart 
Headteacher 

INTRODUCTION 

The purpose of this guide is to ensure that all staff are aware of our expectations for staff behaviour and 
professionalism, both whilst at work and outside of work.  It is intended that staff use it in conjunction with other 
key documents and policies including their contract of employment.  Staff should also refer to our school website. 
 
This document is provided to all employees for guidance only. They do not form part of any individual’s contract of 
employment with the School and are not intended to have contractual effect. They do, however, reflect the School’s 
current practice, the requirements of current legislation and best practice and guidance.  
 
County HR are our professional providers and advisors. 
 
Subject to minimum statutory requirements from time to time in force, the School reserves the right to vary and 
amend this Guide and any of the policies and procedures referred to herein at any time and will notify all employees 
of the details of the change as soon as is reasonably practicable. 

OTHER SOURCES OF INFORMATION: 

School Website: http://www.tatworth.somerset.sch.uk/  
 
The school website is updated regularly.  To avoid the risk of information contained within this guide being outdated 
where possible links are provided rather than information. 
 

Tatworth Times: This document gives information on the week ahead.  It is circulated to all staff weekly, via e-mail. 
 

Staff Room Notice Board: Staff should check this regularly for up to the minute information and advance warnings. 
 

School Office: Always a good source of information.  If they cannot answer your query immediately, they usually 
know where to look/who to contact! 
 

OneDrive: All school policies are available via OneDrive. 
 

• Open your County e-mail 

• Click on the app launcher icon (top left)  

• Click on ‘shared’ (mid-screen left hand side) 

• Click on ‘shared with me’ tab (near the top, to the left) 

• You should be able to access the policy file. 

http://www.tatworth.somerset.sch.uk/
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SCHOOL ORGANISATION 

School Leadership Team 
 
The Headteacher, Deputy Headteacher and SENDCO are the School Leadership Team. 
 
Other staff have various responsibilities, these are published on the website. 
 
Staff Lists:  

http://www.tatworth.somerset.sch.uk/about-us/staff/ 
 
Governors: 
 
Our Board of Directors includes two staff representatives. 
 
https://www.tatworth.somerset.sch.uk/about-us/governing-body/ 
 
School hours/lunch:  

http://www.tatworth.somerset.sch.uk/parent-information/school-day/ 
 
After school activities:  

http://www.tatworth.somerset.sch.uk/curriculum/extra-curricular-activities/ 
 
Statistics: 

Number of pupils on roll 
197 

% of pupils eligible for free school meals 
23% 

% of pupils with special educational needs 12.1% 
% of pupils with English not as a first language 3% 

Number of looked after children 0% 

COMMUNICATION 

All staff will be given a County e-mail address, which should be used for all school business.  For security 
reasons personal e-mails must not be used. 

Your County e-mail address will give you access to Office 365 where you will be able to store and share 
files on OneDrive. 

INDUCTION 

As part of your induction process you are required to complete the following training: 

Basic Awareness Training that will be delivered by the Headteacher – please provide the school 
administrator with a copy of your certificate once this has been completed. 

Prevent Training.  This may be accessed on http://www.elearning.prevent.homeoffice.gov.uk/ – please 
provide the school administrator with a copy of your certificate once this has been completed. 

Channel Training.  This may be accessed on - 
https://www.elearning.prevent.homeoffice.gov.uk/channel_awareness/01-welcome.html  

Online Safety Training.  Will be provided via eLim.   

 

http://www.tatworth.somerset.sch.uk/about-us/staff/
https://www.tatworth.somerset.sch.uk/about-us/governing-body/
http://www.tatworth.somerset.sch.uk/parent-information/school-day/
http://www.tatworth.somerset.sch.uk/curriculum/extra-curricular-activities/
http://www.elearning.prevent.homeoffice.gov.uk/
https://www.elearning.prevent.homeoffice.gov.uk/channel_awareness/01-welcome.html
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POLICIES AND PROCEDURES 

All staff have access to all school policies via OneDrive.  You will find these under the ‘shared with me tab’. 

At the time of producing this guide the following policies were available, however, these are subject to 
change throughout the year.  Staff will be advised, via, e-mail when updated policies are uploaded. 

Essential Reading 

• Acceptable Use Policies: iPad; staff and volunteers 

• Alcohol and Substance Misuse Policy 

• Behaviour for Learning Policy and COVID Annex 

• Closure of the School (unforeseen circumstances) 

• Control of Infections Policy including COVID 

• COVID-19 Risk Assessment 

• Critical Incident and EPS COVID info 

• Data Protection Policy 

• Emergency Evacuation and Lockdown Procedures 

• Event of Serious Injury 

• Fire Safety Management, including COVID fire drill lockdown and First Aid response process 

• First Aid Policy, including supporting children with medical conditions 

• Health and Safety Policy 

• Home School Agreement 

• Intimate Care Policy 

• Online Security Policy 

• Protocol for Staff Contacting Children from Off Site 

• Remote Learning Operational Policy 

• Safeguarding (Child Protection) Policy 

• Staff Code of Conduct 

• Suspected COVID symptoms procedures 
 

You are required to sign to acknowledge that:  

You have read this guide, the above policies, and Part 1, Annex A and Part 5: Sexual Violence and Harassment of  
'Keeping Children Safe in Education' DfE Guidance 2021 

• Part 1 and Annex A of Keeping Children Safe in Education 2021. 

• You are aware that you are able to discuss any concerns with the DSL’s and that they are: 

• Designated Safeguarding Lead 1: Tracey Hart 

• Designated Deputy Safeguarding Leads: Sarah Hewitson and Ann Webb 

• Designated Teacher for Looked After Children: Tracey Hart 

• Prevent Lead: Tracey Hart 

• Child Exploitation Lead: Tracey Hart 

• Safeguarding, Governance Lead: Heather Byron 
 

• You have completed the following training (please provide the school administrator with copies of your 
certificates by way of proof): 

 

• Basic Awareness Training 

• Prevent Training 

• Channel Training 

• Online Safety Training   
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Please click on this questionnaire link https://forms.gle/28pa3Jzkst1mfC398 to confirm you have read and 
understood the contents of the documents listed, that you understand your role and responsibilities as set out in 
these document(s) and that you have completed the training courses. 

Staff Policies 

• Appraisal – support staff 

• Appraisal – teachers 

• Capability of Staff 

• Confidential Reporting (‘Whistleblowing’) 

• Dignity at Work Code of Practice 

• Donations Policy (previously Gifts and Hospitality) 

• Early Career Teachers 

• Equalities Information and Objectives 

• Flexible Working & Work Life Balance 

• Grievance Procedures 

• Pay Policy 

• Recruitment and Selection 

• Staff Leave Policies: 
Adoption Leave 
Leave of Absence 
Maternity and Paternity leave 
Maternity Support Leave and Paternity (Support Staff) 
Shared Parental Leave 
Sickness Absence Management 

• Staff Privacy Notice 

• Staff Wellbeing Policy 
 
General Policies 
 

• Accessibility Plan 

• Admissions 

• Anti-bullying 

• Arson Prevention 

• Asbestos Management 

• Attendance Policy 

• Biting Policy 

• Capital and Revenue Reserves Policy 

• Charging and Remissions Policy 

• Children Looked After Policy 

• Children with Health Needs who cannot attend School 

• Collective Worship Policy 

• Complaints Policy 

• Complaints – Managing Serial and Unreasonable Complaints 

• Controls for All Food Products 

• Early Years Foundation Stage Policy 

• Educational/Off Site Visits Policy 

• Feedback and Marking Policy 

• Finance Policy, including competitive tendering 

• Freedom of Information Publication Scheme 

https://forms.gle/28pa3Jzkst1mfC398
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• Home/School Agreement (COVID edition) 

• Homework Policy 

• Intimate Care Policy, including COVID update 

• Managing Contractors 

• Parent/Carer Code of Conduct 

• Personal Social and Health Education (PHSE) 

• Presentation Policy 

• Relationship Education 

• Special Educational Need and Disabilities (SEND) 

• Swimming Policy 

• Transition Policy 

• Zero Tolerance Policy 
 
Directors’ Policies 
 

• Directors Allowances 

• Directors Code of Conduct 

• Directors Privacy Notice 

• Director Recruitment, Induction and Post Term procedures 

• Directors Protocol for Virtual Meetings 
 
ACCIDENT REPORTING 
 
In the event of an accident, details must be recorded in one of the accident books held in the Library or 
Reception Class. 
 
REASONABLE FORCE 
 

1. The term ‘reasonable force’ covers the broad range of actions used by most teachers at some point 
in their career that involve a degree of physical contact with pupils.  

2. Force is usually used either to control or restrain.  This can range from guiding a pupil to safety by 
the arm through to more extreme circumstances such as breaking up a fight or where a student needs 
to be restrained to prevent violence or injury. 

3. ‘Reasonable in the circumstances’ means using no more force than is needed. 
4. As mentioned above, schools generally use force to control pupils and to restrain them.  Control 

means either passive physical contact, such as standing between pupils or blocking a pupil's path, or 
active physical contact such as leading a pupil by the arm out of a classroom. 

5. Restraint means to hold back physically or to bring a pupil under control. It is typically used in more 
extreme circumstances, for example when two pupils are fighting and refuse to separate without 
physical intervention. 

6. All staff receive reasonable force training.  The methods used during that training must be followed.  
Our restraining trainer is Team Teach 

 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/444051/Use_of_reasona
ble_force_advice_Reviewed_July_2015.pdf 

 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/444051/Use_of_reasonable_force_advice_Reviewed_July_2015.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/444051/Use_of_reasonable_force_advice_Reviewed_July_2015.pdf
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WELLBEING 

We understand that emotional wellbeing is just as important as physical health. We aim to provide a 
positive environment in which all of our school community may flourish and be mentally strong and 
healthy. We recognise that, through our whole-school ethos, curriculum and environment, we can 
promote strong mental health and resilience. 

We achieve this for our staff by: 

• Headteacher termly support sessions 
• Staff are regularly consulted regarding how the school operates 
• All staff have the opportunity to consult with Care First 
• Involvement of Occupational Health and/or GP if appropriate (Staff Sickness Absence Management 

Policy) 

EDUCATION STAFF WELLBEING CHARTER 

As a state funded schools we will be invited to familiarise ourselves with the Education Staff Wellbeing 
Charter when it is launched during the autumn 2021.  This Charter outlines a commitment to protect, 
promote and enhance the wellbeing of our staff.  SLT and a group of Directors have already met and 
agreed that we will sign the charter. 

In signing this charter, Tatworth Primary School, commits to placing wellbeing and mental health at the 
heart of our decision making. We will support staff to make positive choices for their own wellbeing and 
encourage a collegiate culture across and between all roles in the school.  Specifically, we commit to 
develop a long-term strategy for improving staff wellbeing that will: 

• Prioritise staff mental health 
• Give staff the support they need to take responsibility for their own and other people’s wellbeing 
• Give managers access to the tools and resources they need to support the wellbeing of those they 

line manage. 
• Establish a clear communications policy 
• Give staff a voice in decision-making 
• Drive down unnecessary workload 
• Champion flexible working and diversity 
• Create a good behaviour culture. 
• Support staff to progress in their careers 
• Include a sub-strategy for protecting leader wellbeing and mental health. 
• Hold ourselves accountable, including by measuring staff wellbeing. 

By introducing the following during 2021/22 academic year: 

• Extend supervision to more staff, having considered all roles. 
• Appoint two mental health first aiders within the school and one director. These first aiders will 

look out for signs of wellbeing issues and signpost where help may be obtained. 
• Consider a communications policy that will allow those staff who prefer to communicate during 

unsociable hours to do so, but that others understand that they are not expected to respond 
immediately. 

• Automatic response to be set up on the Home Learning e-mail advising that the inbox may not be 
read outside of school hours 
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• Proactively look at general arrangements and why we do what we do in order to drive down 
unnecessary workload. 

We will: 

• Tackle mental health stigma within the organisation, promoting an open and understanding culture 
• Give the same consideration and support to mental health and physical health, including in the 

management of staff absence 
• Fulfil our legal duty to control the risks associated with work-related stress in the education setting 

so far as is reasonably practicable 
• Channel support to individuals whose role is known to have a significant emotional component. 

This might take the form of peer support, supervision, and/or counselling 
• Ensure that staff understand the real benefits that sensitive pastoral support can have, while also 

recognising where their limits are as non-specialists. We will therefore ensure there are 
opportunities to increase joint working in support of pupils, as well as routes to refer for specialist 
support. 

Please refer to the Staff Wellbeing Policy and/or discuss this with your line manager. 

CONFIDENTIAL REPORTING (WHISTLEBLOWING) 

The School is committed to conducting its business with honesty and integrity and expects all staff to 
maintain high standards in accordance with their contractual obligations and the School’s policies and 
procedures from time to time in force.  

However, all organisations face the risk of things going wrong from time to time, or of unknowingly 
harbouring illegal or unethical conduct. A culture of openness and accountability is essential to prevent such 
situations occurring or to address them when they do occur. 

The School encourages staff to report suspected wrongdoing as soon as possible, in the knowledge that their 
concerns will be taken seriously and investigated as appropriate, and that their confidentiality will be 
respected. 

The initial point of contact would be the Headteacher, unless the cause for concern would not make this 
appropriate.  In such instances a Chair of the Board of Directors, or, for HR related matters the school HR 
consultants; for financial/accounting matters, the school accountants (Albert Goodman); or via a Trade 
Union of Professional Association. 

The School aims to provide staff with guidance as to how to raise those concerns and to reassure staff that 
they should be able to raise genuine concerns in good faith without fear of reprisals, even if they turn out to 
be mistaken. 

For further information please refer to the School’s Confidential Reporting Policy. 

EMERGENCY CLOSURE/ADVERSE WEATHER 

In the rare event of needing to close the school information will be broadcast on local radio and on the 

school website. 

Whilst having due regard to safety, staff should attempt to report to school to assist in procedures.   
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Where normal transport arrangements have been disrupted due to extreme weather conditions, staff are 
required to make every reasonable effort to attend work taking into account personal health and safety. The 
School understands that on certain occasions extreme weather may seriously delay, or despite making every 
reasonable effort to travel to work through alternative means, prevent attendance at work. 

In such circumstances, staff must notify the Headteacher of their delay or inability to attend, and liaise with 
them to agree how such non-attendance should be handled. Failure to follow the required notification 
procedure may also result in non payment for the period of absence. Staff should note that text messages, 
voicemails, emails and messages left with colleagues will not suffice as adequate notification under these 
circumstances.  

Where a member of staff has been prevented from attending work and has followed the correct notification 
procedure as above, the School will expect that member of staff to work at home liaising with the 
Headteacher as appropriate. 

For further information please refer to the School’s Closure of School in Unforeseen Circumstances Policy. 

REPORTING TO PARENTS AND CARERS 

Class teachers are expected to make themselves available for informal chats with parents in accordance 
with school policies, particularly in relation to COVID-19 guidance.  During Autumn Term 2021 
communication with parents will mainly be through telephone calls, e-mails and letters.   

Virtual Parent Evenings will continue until the COVID-19 risk assessment allows otherwise.     

Detailed reports are sent out in the Summer Term.  

PPA 

PPA timetables will be provided for all teachers and cover for classrooms and classroom duties will be 
provided whilst staff are engaged in PPA.  This time will be ‘non-contact’ (with learners) and designated for 
planning and preparation (of lessons activities and other tasks related to childrens’ education) and for 
assessment.  Assessment will cover all forms of assessment and evaluation of learners’ progress, including 
assessments, ‘Looked After Children’ and all matters of Child Protection. 

Meeting with the parents/carers of learners to discuss progress and/or needs will be deemed part of PPA.  
Such meetings will only take place with an appointment and provided the parent/carers follow the 
procedures for visitors. 

There will be occasions when the Headteacher might direct teachers to carry out specific duties related to 
planning, preparation and assessment. 

In cases of emergency, teachers will be asked to forego their designated PPA time to cover classroom 
provision.  This may include unexpected short-term absence for a colleague when cover hasn’t been able to 
be organised. 

Safeguarding and Child Protection is paramount and will override PPA provision when absolutely necessary.  
The school, however, will endeavour to provide an alternative PPA session for a teacher who has been 
required to cover a classroom during an emergency. 

PPA sessions are not and should not be considered as ‘time-off’.  The non-contact, PPA time is provided to 
carry out contractual duties related to Planning, Preparation and Assessment and should be used 
accordingly. 
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PPA sessions will normally be carried out on the school premises.  In some cases, for example, action-
research projects, the Headteacher might direct a teacher to work off-site.  This will be entirely at the 
discretion of the Headteacher. 

EXPENSES 

The School will reimburse (or procure the reimbursement of) any reasonable expenses wholly, properly and 
necessarily incurred by staff in the course of carrying out their duties provided that they have a valid receipt. All 
expenses must be authorised by the Headteacher. Expenses may be authorised for travel to and from sports fixtures 
and/or courses attended by staff for their development, but which are not at their usual place of work.  

Other expenses which may be reimbursed subject to the rules above are food purchased for cooking lessons 
provided at School, equipment purchased by staff for use in the classroom and prizes sourced by staff for pupils. This 
is not an exhaustive list.  
 
All staff are required to comply with any School expense procedures.  For further information please consult the 

school accountant. 

PROFESSIONAL DEVELOPMENT 
 
All staff are entitled and encouraged to undertake professional development.  This can take a variety of forms to 
include attendance at courses, observing other colleagues, in-house training and coaching.  Annual Performance 
Appraisals are held for all teachers.  In addition, regular staff meetings are held with all teachers and teaching 
assistants.  

 
It is hoped that where possible and within budgetary constraints, staff will further their own development 
as well as participating in INSET days and meetings for the school’s benefit.  All colleagues attending 
training should provide feed back to their line manager.   

SITE SAFETY AND ADMINISTRATION: 

School Office 
 
The school office is open Monday to Friday, 8.30 am to 4.00 pm. 
 
Security 
 
From registration time all external gates are locked.  Those abutting School Lane are managed, via a communication 
system, from within the school. 
 
Having gained entry to the reception area, only those with knowledge of the security number are able to enter 
further into the building.  All teaching and admin staff will be advised of the number, which is regularly changed. 
 
COVID-19 
 
In order to control the spread of this virus only staff and visitors/contractors with prior arrangements will be allowed 
on site for the time being. 
 
As a result of the pandemic many school policies have been updated, to reflect the latest guidelines, and will 
continue to be.  Staff will be advised when updated policies are available on OneDrive.  Should any member of staff 
have any concerns about the content of any policies, they should discuss these with their line manager/the 
Headteacher.  
 
Reprographics 
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The printer/photocopier/scanner is in the resources room, next to the library.  Staff require a code to operate this. 
 

FAIRNESS AND DIGNITY AT WORK 

Dignity at Work 

The School endeavours to ensure that all its staff are treated, and treat others, with dignity and respect, free 
from harassment or other forms of bullying. 

Staff must treat colleagues and others with dignity and respect and should always consider whether their 
words or conduct could be offensive.  Even unintentional harassment or bullying is unacceptable. 

The School takes allegations of harassment or bullying seriously and will address them promptly and 
confidentially where possible.  Harassment or bullying by a member of staff will be treated as misconduct 
under the Disciplinary procedures.  In some cases, it may amount to gross misconduct leading to summary 
dismissal. 

For further information please refer to the School’s Dignity at Work Code of Practice. 

Equal Opportunities  

The School is committed to promoting and achieving equality of opportunity for all students, parents, staff, 
governors, visitors and job applicants.   

The School aims to create a working environment in which all individuals can make best use of their skills, 
free from discrimination or harassment, and in which all decisions are based on merit. 

The School does not discriminate against staff on the basis of their gender, sexual orientation, marital or civil 
partner status, pregnancy or maternity, gender reassignment, race, colour, nationality, ethnic or national 
origin, religion or belief, disability or age (the protected characteristics). 

The principles of non-discrimination and equality of opportunity also apply to the way in which staff treat 
students, parents, visitors, suppliers and former staff members, 

All staff have a duty to act in accordance with this policy and treat colleagues with dignity at all times, and 
not discriminate against or harass other members of staff, regardless of their status.   

For further information please refer to the School’s Equalities information and objectives. 

FLEXIBLE WORKING 

The School is committed to providing equality of opportunity in employment and to developing work 
practices and policies that support work-life balance. We recognise that, in addition to helping balance work 
and personal lives, flexible working can raise staff morale, reduce absenteeism and improve our use and 
retention of staff. 

The School will comply with the statutory framework for formal flexible working requests, but employees 
are also able to make such requests informally. The Headteacher is encouraged to facilitate requests unless 
they cannot be accommodated for business or operational reasons.  

Please refer to the Flexible Working Policy 
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GRIEVANCE 

The School wishes to ensure that any employee who feels dissatisfied with any matter relating to their work 
has an immediate means by which such a grievance can be aired and resolved.  

Employees should refer to the Grievance Policy for the means by which to do so; however, the School 
encourages all employees to settle complaints either informally or by informal or formal mediation. 
Mediation is voluntary and will only take place with the agreement of both parties.  Where mediation is 
agreed once the formal grievance procedure has been started, the formal procedure will be adjourned whilst 
the mediation takes place. If no mutually acceptable solution is reached through mediation, the procedure 
will be reconvened at the point of adjournment. 

For further information please refer to the School’s Staff Grievance Policy. 

SAFEGUARDING 
 
Staff should report any concerns immediately to the appropriate member of staff: 
 
Designated Safeguarding Lead:    Ms Tracey Hart 
Deputy Designated Safeguarding Leads:   Mrs Sarah Hewitson and Mrs Ann Webb 
Designated Safeguarding Governor:   Mrs Heather Byron 
Designated Teacher Children Looked After:  Ms Tracey Hart 
Prevent Lead:      Ms Tracey Hart 
Child Exploitation Lead:     Ms Tracey Hart 
 
Staff should familiarise themselves with the following policies/guidance: 
 

• Child Protection 

• Online Safety 

• Part 1 and Annex A of Keeping Children Safe in Education.  (You will be asked to sign to acknowledge that 
you have read this) 

• Children Looked After 

• Recruitment and Selection 

 
Children Missing in Education 
 

Children of compulsory school age who: 

• Are not on a school roll, and 

• Are not getting a suitable education other than at school 

For more information, refer to the Somerset ‘s Children Missing in Education Policy. When children abscond 
from, or on route to/from, school, unexpectedly going missing from their registered school or education 
provider, parents/carers must be informed immediately, and the Police involved where appropriate. When 
children (who are NOT on holiday and/or whose reason for absence is unknown) the absence is recorded as 
unauthorised and the education provider makes good attempts to find the child. Should the child not be 
found the case should be referred following the Child Missing in Education process. The CME referral process 
does NOT replace Safeguarding procedures for the reporting of Child Protection concerns, which must 
always be observed. 
 
Please send enquiries/referrals to: educationsafeguarding@somerset.gov.uk 

mailto:educationsafeguarding@somerset.gov.uk
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GDPR 
 
Everyone’s personal data must be treated with the utmost care and only disclosed to those who need to 
know.  Staff should carefully consider the information they display in their classroom, and ensure that all 
personal data is stored securely. 
 
Before introducing new software or apps the Headteacher must be consulted and a Privacy Impact 
Assessment (PIA form on OneDrive) completed. 
 
All staff must familiarise themselves with the school Data Protection Policy. 
 
Data Protection Officer: Amy Brittan, Somerset County Council 
Data Protection Lead: Louise Layzell, (Works mainly from home LLayzell@educ.somerset.gov.uk) 
 
Any data breaches must be reported immediately to Louise Layzell, or a member of SLT. 
 
CONDUCT 
 
Staff will be asked to sign a Code of Conduct, that contains information on: 
 

• Confidentiality and openness 

• Relationships 

• Political neutrality 

• Personal interests 

• Other employment 

• Gifts and hospitality 

• Equal opportunities 

• Health and Safety 

• Post employment 
 
CONDUCT OUTSIDE OF WORK 
 
Staff should not act in a way that would bring the school, or the teaching profession into disrepute.  This 
covers relevant criminal offences, such as violence or sexual misconduct, as well as negative comments 
about the school on social media. 

 
DRESS AND APPREARANCE 
 
The image that is presented to the School’s students, parents, visitors and members of the public is very 

important.   The School requires all staff to maintain an appropriate professional standard of dress and 

personal appearance at work and to conduct themselves in a professional manner. It is expected that staff 

dress professionally, practically and appropriately for school.  Staff are expected to be tidy and well 

presented at all times. There are certain types of clothing which will not be deemed acceptable at work 

such as jeans or torn or frayed clothing or where there is a health and safety risk to the wearer.   Open 

toed shoes are acceptable but only with a strapped heel – no flip flops. 

mailto:LLayzell@educ.somerset.gov.uk
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ONLINE SAFETY 

The importance of electronic communications is obvious to all and therefore it is advantageous to pupils to 
be able to use it to help their education and their progression of skills and experience in adult life.  It is also 
important that teaching and support staff should have access to similar facilities to encourage planning of 
work and support the Lifelong Learning pathways which are being established by local and national 
government.  However, certain procedures need to be adhered to for the safety of all concerned. 

All employees are prohibited from using their mobiles whilst supervising children (except in cases of 
emergency). This includes the use of mobile phones to photograph children for any purpose. The School 
would also expect all employees to turn off their mobiles during class time and limit use of mobiles to break 
times.  

The School recognises that the internet provides unique opportunities to participate in interactive 
discussions and share information on particular topics using a wide variety of social media, such as 
Facebook, twitter, blogs and wikis. However, staff use of social media can pose risks to the school’s 
confidential and proprietary information, its reputation, and it can jeopardise our compliance with our 
legal obligations. 

To minimise these risks, to avoid loss of productivity and to ensure that our IT resources and communications 
systems are used only for appropriate work-related purposes please refer to the online safety policy. 

GIFTS AND HOSPITALITY 

The School is committed to all its staff conducting themselves in an honest and ethical manner and acting 
professionally, fairly and with integrity in all their dealings and relationships with other staff, any pupils, any pupil’s 
parents and any other third parties. 

The School’s and all staff’s responsibilities in observing and upholding our position on bribery and corruption in order 
to protect staff from suspicions of dishonesty and ensure that they are free from any conflict of interest with respect 
to the acceptance or provision of gifts, hospitality, or any other inducement from or to suppliers of goods or services 
to the School are detailed in our policy, which provides information and guidance to those working for us on how to 
recognise and deal with bribery and corruption issues. 

For further information please refer to the School’s Donations Policy. 

ATTENDANCE AND PUNCTUALITY 

All employees are expected to be at their place of work and ready to work at their specified start time. 

If you are going to be late for any reason, you must inform the Headteacher by telephone without delay and 
in any event by 7.30am on the morning of your lateness, giving the reasons for your delay and the likely time 
of your arrival.   

Persistent lateness or any instance of deliberate falsification of any records or forms (for example, sickness 
self-certification) will render an employee liable to disciplinary action. 

Please refer to our disciplinary procedures. 

The School reserves the right to recover (whether by deduction or otherwise) any pay or salary paid to you 
for times that you have not worked. 
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The School asks that teaching staff arrive no later than 8.30am. This will ensure they arrive before children 
and parents which helps instil confidence and professionalism in the School. 

ABSENCE FROM WORK 
 
Sickness Absence Notification and Certification Requirements.  Please also refer to the Staff Sickness Absence 
Policy. 

 
Teaching staff 

For absences not known in advance, the following steps should normally be taken when informing absence 
and upon returning to work after an absence.  

Teaching staff are required to contact the Headteacher before 7.30am on the first day of absence. 

When informing the Headteacher of their absence, teaching staff should also provide work to be carried out 
in their classes. The Headteacher will then ensure that work is either handed over to the supply teacher or 
place it on the teacher’s desk where cover is to be carried out. 

Teaching staff must contact the Headteacher on each day of absence to ensure that appropriate work is 
being set for the classes. The Headteacher will ensure that all absences in the employee’s department have 
been covered.  

In exceptional circumstances when it is not practical to contact the Headteacher on the first or subsequent 
days of absence, each department should have contingency arrangements to ensure appropriate work is 
being set. 

When a member of teaching staff intends to return to work after a period of absence (except where the 
return is on the expiry of a medical certificate) he or she should inform the Headteacher, giving as much 
notice as possible – at least a day. 

Non-teaching support staff 

For absences not known in advance the following steps must be taken when informing absence and upon 
returning to work after an absence. 

Employees are required to notify the Headteacher by telephone before 7.30am on the first day of sickness 
absence.  

When a member of staff intends to return to work after a period of absence (except where the return is on 
the expiry of a medical certificate) he or she should inform the Headteacher, giving as much notice as 
possible – at least a day.  

General notification requirements applicable to all staff 

Text messages, e-mails or messages left with colleagues will not satisfy the School’s sickness absence 
notification requirements and may result in any absence being deemed to be unauthorised (and hence 
subject to disciplinary action) and in the forfeiture of sickness payments, if any, that the employee would 
have otherwise been entitled to.  
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Sick Pay 

The School will comply with the statutory framework for statutory sick pay.  

It does not, however, operate an enhanced occupational sick pay scheme for periods of sickness 
absence. 

Further information about the statutory sick pay scheme can be accessed at 
http://www.hmrc.gov.uk/paye/employees/statutory-pay/ssp-overview.htm. 

Other types of absence 

Annual Leave 

Employees of the School will not be permitted to take annual leave at any point during the academic terms 
of the School.  Such employees are paid for their statutory annual leave “rolled up” within their normal salary 
and are deemed to take annual leave outside of the academic terms of the School.    

Other Types of Leave 

Please refer to the following policies. 

• Adoption Leave 

• Leave of Absence 

• Maternity and Paternity leave 

• Maternity Support Leave and Paternity (Support Staff) 

• Shared Parental Leave 

• Sickness Absence Management 

CAPABILITY AND DISCIPLINARY MATTERS 

Capability 

The aim of the School’s capability procedures is to ensure that all employees understand the professional 
and other standards expected of them in terms of their duties and responsibilities and are helped to achieve 
these through open discussion, guidance, training and support.  

While the School recognises that the vast majority of employees achieve and maintain a high level of 
performance and professional capability, there are some circumstances where, for a variety of reasons, an 
employee is not capable, or becomes incapable of meeting an acceptable level of performance.  

In such circumstances the nature and the severity of the problem will be clearly identified and discussed as 
soon as reasonably practicable and an appropriate structure of support and monitoring will be put in place 
with the aim of assisting the individual to improve his or her performance to an acceptable standard within 
a reasonable period of time. 

Problems of performance may be specific or of a broader nature; they may be of recent concern or span a 
longer period of time. These considerations, together with the seriousness of the difficulty, will have a direct 
bearing on what action the School considers and takes and the timetable for this.  

http://www.hmrc.gov.uk/paye/employees/statutory-pay/ssp-overview.htm
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For further information please refer to: 

• Capability for Teaching Staff 

• Capability for Support Staff 

Disciplinary Procedure 

As the school subscribes to County HR Advisory Services through what is known as the Blue Book, when 
dealing with any disciplinary matters we would follow the procedures set out in ‘Guidance for Schools 
Volume 1, Section 16, Part 3’. 

The disciplinary procedure is designed to help and encourage all employees to achieve and maintain 
standards of conduct, attendance and job performance.  The Board of Directors requires that whilst 
attending work, whether or not on Trustee’s premises, employees should conduct themselves in a safe and 
proper manner, abiding by the standards of conduct, rules and regulations set out in the School’s Articles of 
Government (available on the school website) and the appropriate conditions of service.  This procedure 
sets out the action that may be taken when these rules are breached.  Performance would usually be dealt 
with through the capability routes. 

An employee may be dismissed in the following circumstances without recourse to the Disciplinary 
Procedure: 

• Redundancy, provided the appropriate procedure has been followed; 

• Expiry of the agreed probationary period if applicable; 

• Failure to satisfactorily complete ECT Induction; 

• On the expiry of a fixed term contract of employment; 

• Lack of professional competence; provided Capability Procedure has been followed; 

• Dismissal due to long-term ill health, provided the appropriate procedure has been followed; 

• Unsatisfactory attendance due to ill-health, provided Absence Management Policy has been 
followed; 

• Dismissal for some other substantial reason 

Any outside activities, which could reasonably be regarded as detrimental to the reputation of the School, 
may lead to dismissal. 
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Please click on this questionnaire link https://forms.gle/28pa3Jzkst1mfC398 to confirm you have read and 

understood the contents of the documents listed below, that you understand your role and responsibilities as set 

out in these document(s) and that you have completed the training courses listed below.  Please use this list as a 

reading sheet. 

If you have any questions regarding anything you have read in the Staff Guide please refer to our policies, which you 

can find on OneDrive or the school website or direct them to the Headteacher. 

(1) The School's Child Protection and Safeguarding Policy 
(2) Part 1, Annex A and Part 5: Sexual Violence and Harassment of  
      'Keeping Children Safe in Education' DfE Guidance 2021 
(3) Childcare Disqualification Form (Please return the form to the school administrator) 

• Alcohol and Substance Misuse Policy 

• Behaviour for Learning Policy and COVID 
Annex 

• Closure of the School (unforeseen 
circumstances) 

• Control of Infections Policy including COVID 

• COVID-19 Risk Assessment 

• Critical Incident, including EPS info 

• Data Protection Policy 

• Electronic Devices – Searching and Deletion 

• Emergency Evacuation and Lockdown 
Procedures 

• Event of Serious Injury 

• Fire Safety Management Policy 

• First Aid Policy, including supporting children 
with medical conditions 

• First Aid response process 

• Health and Safety Policy 

• Home School Agreement 

• Intimate Care Policy 

• Online Security Policy, including Acceptable 
Use Policies 

• Protocol for Staff Contacting Children from 
Off Site 

• Remote Learning Operational Policy 

• Staff Code of Conduct 

• Suspected COVID symptoms procedures 

• Staff Guide
 
I am aware that I am able to discuss any concerns with the DSL’s and that they are: 

• Designated Safeguarding Lead 1: Tracey Hart 

• Designated Deputy Safeguarding Leads: Sarah 
Hewitson and Ann Webb 

• Designated Teacher for Looked After Children: 
Tracey Hart 

• Prevent Lead: Tracey Hart 

• Child Exploitation Lead: Tracey Hart 

• Safeguarding, Governance Lead: Heather 
Byron

 
Please also provide the school administrator with copies of your certificates by way of proof that you have 
completed the following training: 
 

• Basic Awareness Training 

• Prevent Training 

• Channel Training 

• Online Safety Training   
  

https://forms.gle/28pa3Jzkst1mfC398
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Staff Disqualification Self - Declaration Form 

 

In accordance with statutory guidance from the Department of Education the school is required to 

ensure that all staff/volunteers are not disqualified from undertaking activities within school under 

the Disqualification under the Childcare Act 2006. 

 

You may be disqualified if one of the following applies: 

 

• You have been cautioned for, or convicted of, certain violent or sexual criminal offences against 

adults or children. 

 

• You are the subject of an Order, direction or similar in respect of childcare, including orders in 

respect of your own children. 

 

• You have had your registration refused or cancelled in relation to childcare, including orders 

made in respect of your own children. 

 

To meet this statutory requirement, we require you to complete and sign the form below.  If you 

are unsure of how to answer any of the questions, then you should seek further guidance from the 

Headteacher/Chair of Governors. 
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Self-declaration 

 

Name: ______________________________________________ 

 

Post: ______________________________________________ 

 

Are you disqualified from caring for children? 

 

Yes / No 

Have you been barred from working in regulated activities with 

children? 

 

Yes / No 

Do you have any convictions, cautions, reprimands or final warnings that 

are not “protected” as defined by the Rehabilitation of Offenders Act 

1974 (Exceptions) Order 1975 (as amended in 2013)?* 

Yes / No 

Have your own children been subject to a child protection order? 

 

Yes / No 

Are you disqualified from private fostering? 

 

Yes / No 

Please provide further information where you have answered “yes” to any of the 

above questions. 

 

 

 

I confirm the accuracy of the above statements and will make the school aware of 

any changes in these circumstances, including any cautions or convictions that may 

affect my suitability to work at the school.   

 

 

Signed: _________________________________________________ 

 

 

Dated: _________________________________________________   

 

 

* For existing staff this will already have been obtained through DBS checks or previous police 

checks.  Any information disclosed will not be used to re-assess someone’s suitability for a post 

unless the conviction / caution or reprimand specifically impacts on your ability to carry out the 

role. 


