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Welcome
Welcome to The Flying High Trust (FHT), a primary, Multi Academy Trust (MAT), part
of the Flying High Partnership, on a mission to work together, relentless in our pursuit
of excellence to create the best schools in the universe, where we make every day
count.
We believe that the success of the Flying High Trust, and that of its employees,
depends largely on the employees themselves and so we look to you to play your part
as we continue to play ours.
We welcome you and express our sincere hope that you will be happy here in our
team. We ask that you study carefully the contents of this document as it contains a
great deal of helpful information.
It is the aim of this document is to emphasise and encourage improvement in the
conduct and performance of individual employees.
Throughout this document the Flying High Trust will be referred to as FHT, we, the
Trust or us and refers to the Trust itself and the schools within. Our employees will be
referred to as employees, colleagues, staff (on occasion) or you. The title line
manager has been used to cover the CEO of the FHT, head teachers, senior leaders
and managers within schools and the central team. It may be that a member of our
Senior Leadership Team (SLT) will be involved in procedures relating to your
employment.
The SLT for the FHT consists of:
 Director of Business & Finance
 Director of Education
 Directors of Quality Assurance and School Improvement
 Operations Manager
 Finance Manager
 HR Manager
Our HR Manager will be part of procedures in an advisory capacity during procedures.
This may be providing advice to the Head Teacher or the relevant Line Manager or
Panel Member. Part of the role of HR is to remain impartial and provide appropriate
advice and guidance on matters.
This document sets out the main policies and procedures that you will need to be
aware of whilst working for us and follows the usual employment lifecycle; preemployment, during employment and ending employment.
Unless otherwise indicated, the policies and procedures apply to all employees
regardless of their length of service, contract type and include trainees, fixed-term
employees, casual and agency staff and volunteers.
Your contractual rights and obligations are as set out in your individual Contract of
Employment. This document does not form part of your contract. However, it is a
useful source of information and guidance on the employment policies and
procedures that you are expected to reflect in your behaviour and attitudes.
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All policies and procedures are based on employment and education related
legislation that is applicable to MATs. We reserve the right to make changes from time
to time to this document; any changes or additions will be notified to you in writing.
Where major changes, that affect your terms and conditions of employment are
proposed, a period of consultation will commence.
It is with much hope and expectation that the receipt of these policies and procedures
is in good faith and with the joint understanding that we are here to enhance the lives
of the children within our care and to make every day count for them. Whilst we
appreciate your part in this we can’t let anything negatively affect our mission. It is our
duty to comply with legislation, follow best practice wherever possible and treat you
with respect and professionalism.
We look forward to a very successful collaboration and the achievement of excellence
across the Trust, making our schools the best schools in the universe.
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Overarching guidance
Within this document there are a number of procedures that have the same
overarching principles and therefore they have been included below rather than in the
individual policies to avoid repetition.
Appeals
You have a right to appeal a formal warning or outcome. You should appeal in writing,
stating your full grounds of appeal, to the Head Teacher, Chair of Governors or CEO
of the FHT within 5 working days of the date on which you were informed of the
decision.
We will give you reasonable notice of the date, time and place of the appeal hearing,
usually 5-10 working days.
Your case will be reviewed based on your points of appeal. A decision will be made on
a review of the fairness of the original decision in the light of the procedure that was
followed and any new information that may have come to light. This will be at our
discretion depending on the circumstances of your case. In any event the appeal will
be dealt with as impartially as possible.
Appeal hearings will be conducted by a panel of at least 2 people comprising of either
Governors and/or appropriate member of the SLT from the FHT.
You may bring a companion with you to the appeal hearing.
We may adjourn the appeal hearing if we need to carry out any further investigations
in the light of any new points you have raised at the hearing. You will be given a
reasonable opportunity to consider any new information obtained before the hearing is
reconvened.
Following the appeal hearing we may:
(a)

confirm the original decision;

(b)

revoke the original decision; or

(c)

substitute a different outcome.

We will inform you in writing of our final decision as soon as possible, usually within 35 working days of the appeal hearing. There will be no further right of appeal.
If the outcome of a hearing is dismissal, the date that any dismissal takes effect will
not be delayed pending the outcome of an appeal. However, if the appeal is
successful, the decision to dismiss will be revoked with no loss of continuity or pay.
Right to be accompanied at hearings
You may bring a companion to any hearing or appeal hearing under formal
procedures, this does not include normal day to day line management issues such as
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return to work meetings, performance reviews, observations or informal discussions
and meetings. It is our hope that we can work together to achieve positive results.
A companion may be either a trade union representative or a colleague. It is your
responsibility to inform your representative in good time and to provide them with the
relevant information.
Your companion may make representations, ask questions, and sum up your case,
but will not be allowed to answer questions on your behalf. You may confer privately
with your companion at any time during the hearing.
A companion is allowed reasonable time off from duties without loss of pay but no-one
is obliged to act as a companion if they do not wish to do so.
If your choice of companion is unreasonable we may require you to choose someone
else, for example:
(a)

if in our opinion your companion may have a conflict of interest or may
prejudice the hearing; or

(b)

if your companion is unavailable at the time a hearing is scheduled and will
not be available for more than five working days.

We may, at our discretion, allow you to bring a companion who is not a colleague or
union representative (for example, a member of your family or a friend) where this will
help overcome a particular difficulty caused by a disability, or where you have difficulty
understanding English.
The availability of your chosen companion will not normally delay the proceedings.
Your right of representation reflects the opportunity to bring someone it does not
mean that dates have to be changed if they are unavailable. It might be that someone
else can make it in their absence and it is your responsibility to arrange that. We will
of course support you where we can and be as accommodating as possible but, with
our mission in mind, we need to make every day count for our children.
If you or your representative can’t attend the meeting you will be given the opportunity
to provide written representation to be considered.
Notice
Convening meetings can be a logistical pressure and difficulty and can be affected by
timetable, school activity and availability of relevant personnel, therefore, in normal
circumstances you will be given between 5-10 working days’ notice of a formal
meeting. However, it is not always possible to do so for example, when it is close to
the end of term or there is a significant event in school or central team such as SATs,
Ofsted, Partnership Review, Trust Event.
It is our intention to always allow reasonable time to prepare for meetings that could
affect your employment however, it is our hope that you understand the necessity to
flex the timeframe for notification in these aforementioned circumstances.
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Pre-employment
1.

Recruitment and Selection
It is recommended that the Head Teacher and/or the appropriate member of the SLT
of the FHT takes the lead in making appointments other than for posts on the
leadership spine. Decisions to appoint can be delegated to the Head Teacher or a
panel consisting of one or more governors/Board Members and the Head Teacher. It
is advised that wherever possible, the interview panel should comprise 3 interviewers
of whom at least one member should be appropriately trained in safer recruitment
practices.
Senior management and/or the CEO of the FHT will be responsible for recruitment of
the central team.
The equal opportunities policy will be referred to in relation to recruitment and
selection procedures.
We are committed to safeguarding and promoting the welfare of children and these
recruitment procedures are in line relevant safeguarding requirements, in particular
the DfES document “Safeguarding Children and Safer Recruitment in Education”
issued in January 2007. Governors are also advised to refer to the latest DFE
Safeguarding guidance and ensure that at least one member of each recruitment
panel has undertaken the Safer Recruitment on-line training.
Vacancies will be advertised either internally or both externally and internally. Where
significant succession planning and relevant CPD has been given to an employee it
may, in some circumstances, allow for that employee to secure a post that is relevant
to them.

During Employment
1.

Code of Conduct

A code of conduct is essential to inform you of the required expectations of you whilst
working for the FHT.
Part of the responsibilities of Ofsted Inspection is to assure safe and secure provision
for children, young people and learners across all remits through effective inspection
and regulation. Safeguarding the welfare of children is part of Ofsted’s core business
for all employees, and you are expected to be aware of your responsibilities in this
regard.
While working for the FHT you should at all times maintain professional and
responsible standards of conduct. In particular, you should be aware of your duties to:


maintain conduct in keeping with the interests and standards of the school
and the FHT;
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be honest, trustworthy and beyond the reach of suspicion and dishonesty;



maintain at all times a high standard of integrity and conduct;



not put your private interest or those of relatives or friends before your duty
to the school/FHT;



not use your position to further private interests or those of relatives or
friends;



to observe the terms and faithfully perform the duties specified in your
contract of employment, to observe the FHT policies, values and
regulations



observe the terms and conditions of your Contract;



observe all our policies, procedures and regulations which are included in
this document and accompanying policies or procedures, manuals or
notices;



take reasonable care in respect of the health and safety of colleagues and
third parties and comply with our Health and Safety Policy;



comply with all reasonable instructions given by management;



act at all times in good faith and in the best interests of the school and the
FHT, our pupils, parents, carers, volunteers, Governors and other
employees.



act within the law whilst undertaking your official duties.



ensure equalities policies are adhered to an uphold fundamental values,
including democracy, individual liberty and mutual respect, and tolerance
of those with different faiths and beliefs. Ensure that personal beliefs are
not expressed in ways which exploit pupils’ vulnerability or might lead them
to break the law or the policies and procedures of the school. You should
always show respect for the rights of others.



always act within, the statutory frameworks which set out your professional
duties and responsibilities and comply with any standards of conduct which
are set by your professional body.



have proper and professional regard for the ethos, policies and practices of
the FHT, and maintain high standards in your own conduct, performance,
attendance and punctuality.



always treat pupils with dignity, building relationships rooted in mutual
respect, observing proper boundaries appropriate to their position.
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always act in a courteous, efficient and impartial manner towards all
individual pupils, groups of pupils, employees and individuals.



provide the highest possible standard of service and report any
contraventions of this Code, illegality, misconduct or breach of procedure.



safeguard children’s well-being, in accordance with statutory provisions, the
local Safeguarding Children Board procedures and the child protection
policy.



report any safeguarding concerns immediately to the designated
safeguarding lead person in school and head teacher.



do not put yourselves in any situation where your conduct or behaviour with
any pupil could be misconstrued and work within appropriate professional
boundaries at all times with children and young people with whom they are
in a position of trust.



do not have personal contact other than in certain exempted
circumstances with current/former pupils of school age outside the normal
school work environment.



be aware that it is a criminal offence under the Sexual Offences Act 2003
(as amended) for anyone to engage in a sexual relationship or grooming
for such a relationship with a child aged under 18 with whom they are in a
position of trust.



ensure that equality policies are adhered to.



take reasonable care for the health and safety of themselves and others
and to assist in the creation of a safe work environment.



inform the head teacher or FHT of any medical condition/illness you have
during the course of your employment which may impact on your fitness to
undertake your duties or on the health and safety of yourself, pupils, other
employees and governors of the school.



exercise extreme caution when using social networking sites outside of
work and avoid publishing, or allowing to be published, any material,
including comments or images, that could damage your professional
reputation and/or bring the school or FHT into disrepute. If you do use
social networking sites it is strongly advised that profiles should be set as
‘private’ and under no circumstances should you allow access to pupils,
their families and or carers.



not give your personal details such as home/mobile phone number; home
or email address to pupils unless the need to do so is agreed with your
head teacher.



be mindful that requirements in relation to maintaining the confidentiality of
pupils, their families, colleagues and any matters relating to the school
itself apply to all forms of communication, including social networking sites.
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phones should not be taken into the classroom.



Do not use of the school email, telephones, computers, photocopiers, or
other equipment for personal use unless authorisation has been given by
the head teacher.



use internal email systems and school computer equipment in accordance
with the appropriate policies



not disclose information given to you in confidence without consent except
for that relating to safeguarding of a child which must be passed on.



inform your line manager of any criminal charges you are facing or if you
have received a new caution or conviction



declare any personal interest that could bring about conflict with the
School/FHT’s interests



not take outside employment which conflicts with our interests, if you work
for outside organisations you should seek permission from your head
teacher or chair of governors, or CEO of the FHT as appropriate.



to accept modest gifts from pupils, such as at the end of a school year or at
Christmas and to give gifts to pupils in line with the agreed school policy.

If you are unable to maintain satisfactory standards of conduct it may result in action
being taken under our Disciplinary Procedure.
2.

Safeguarding Children Policy
Safeguarding children is of paramount importance and, working together, in
partnership with the Local Authority Local Safeguarding Children’s Board (LSCB) we
have a responsibility to support schools in fulfilling their statutory responsibilities and
to monitor the implementation of the statutory guidance.
Within the FHT we believe that it is the responsibility of all of us to work together to
keep children safe.
This policy is based on safeguarding; ‘Keeping Children Safe in Education (March
2015)’ and ‘Working together to Safeguard Children 2015’.
Working together to safeguard children
It is vital that every individual working with children and families is aware of the role
that they have to play and the role of other professionals.
Keeping Children Safe in Education 2015 covers the following:


Part One – Safeguarding information for all staff



Part Two – The management of safeguarding



Part Three – Safer Recruitment



Part Four – Allegations of abuse made against teachers and other staff.
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Part One must be read by all employees and links with the Code of Conduct policy.
Remember:


Anyone can make a referral and where there is a risk of immediate serious
harm a referral should be made immediately



There is a legal duty on all employees to refer safeguarding concerns of
and failure to do so is a criminal offence



In relation to safer recruitment ‘if a school knows or has reason to believe
that an individual is barred, it commits an offence if it allows the individual
to carry out any form of regulated activity…’



There are procedures in place to handle allegations against members of
staff and volunteers in partnership with the designated officer at the local
authority.



There are procedures in place to refer to the DBS if a person has been
dismissed or removed due to safeguarding concerns, or would have been.
This is a legal duty and failure to refer when the criteria are met is a
criminal offence.

Training and Support
There is additional training and support available in the following documents,
websites, establishments:


‘What to do if you are worried a child is being abused (2015) – Advice for
practitioners’



school attendance



children who run away or go missing from home or care.



TES Website



NSPCC Website



Gov.UK Website (broad government guidance on the issues below)

As part of the development and expansion of the FHT the Trust will also work with our
academies to identify the priorities for development and to seek opportunities to:


Bring Designated Safeguarding Leads together to share good practice



Identify strengths and priority developments across FHT schools and
effectively use this information to target training and development activities



Identify opportunities for schools to jointly access update training for staff.

Monitoring and Reporting
We will monitor the effectiveness of safeguarding policies across the Trust by
gathering headline data on an annual basis and be make it available to the Trust
Board.
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Any significant Safeguarding matters, without breaching confidentiality, and after
having reported to the LSCB, will be reported to the Trust, in line with Emergency
Planning Procedures.
In addition to the above, Safeguarding is part of the overall
Framework and, in response to this, key strands relating to
considered and reported on as part of the School Inspection
safeguarding, including checking the ‘Single Central Record’,
overall school improvement procedures.

School Improvement
Safeguarding will be
Process. Monitoring
will be built into the

Please ensure that you are familiar with the safeguarding policy and procedure at your
specific place of work. If you are working across multiple sites, please ensure that you
familiarise yourself with the DSL’s.
3.

Equal Opportunities Policy
We do not discriminate against employees on the basis of their sex, sexual
orientation, marital or civil partner status, gender reassignment, race, pregnancy and
maternity, religion or belief, disability or age (‘protected characteristics’). The principle
of non-discrimination and equality of opportunity applies equally to the treatment of
former employees, visitors, pupils, parents/carers and suppliers by.
We are committed to a programme of action to make this policy effective and to bring
it to the attention of all employees.
All employees have a duty to act in accordance with this policy, and therefore to treat
colleagues, pupils and the school community with dignity at all times, and not to
discriminate against or harass colleagues, whether junior or senior to you. In some
situations, we may be at risk of being held responsible for the acts of colleagues and
will therefore not tolerate any discriminatory practices or behaviour.
This policy applies to all aspects of the employee life cycle from advertising to
termination of employment.
We will take appropriate steps to accommodate the requirements of workers' religions,
cultures, and domestic responsibilities.
Forms of discrimination
Discrimination may be direct or indirect and it may occur intentionally or
unintentionally.
Direct discrimination occurs where someone is put at a disadvantage for a reason
related to one or more of the protected characteristics previously. For example,
rejecting an applicant on the grounds of their race because it is considered they would
not "fit in" could be direct discrimination.
Indirect discrimination occurs where an individual is subject to an unjustified provision,
criterion or practice which puts them at a particular disadvantage because of, for
instance, their gender or race. For example, a height requirement would be likely to
eliminate proportionately more women than men. If this criterion cannot be objectively
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justified for a reason unconnected with gender, it would be indirectly discriminatory on
the grounds of sex.
Discrimination also includes victimisation (less favourable treatment because of action
taken to assert legal rights against discrimination or to assist a colleague in that
regard) and harassment (which is dealt with under our Anti-Harassment Policy, set out
below).
Public Sector Equality Duty
In addition to the general provisions of the Equality Act 2010, as a public body, we
have to comply with the public sector Equality Duty so that schools play their part in
making society fairer.
The general Public Sector Equality Duty - requires public bodies to consider the needs
of all individuals in their day to day work – in shaping policy, delivering services and in
relation to their own employees.
The Equality Duty has three aims and requires public bodies to have due regard to the
need to:




Eliminate unlawful discrimination, harassment, victimisation and any other conduct
prohibited by the Act.
Advance equality of opportunity between people who share a protected
characteristic and people who do not share it, and
Foster good relations between people who share a protected characteristic and
people who do not share it.

Having due regard means consciously thinking about the three aims of the Equality
Duty as part of the process of decision-making. This means that Head Teachers,
Senior Leaders, Governors and FHT have to take into account the equality impact on
people with protected characteristics before a decision is made or new policy is
implemented.
Specific duties
Each public authority is required to:
(i)

Publish annually, information to demonstrate compliance with the general
equality duty. The publication must include information relating to people who
share a protected characteristic who are:



Employees of the school
People affected by the school’s policies and practices, this would include
parents and pupils.

The school should address these duties under the Act in other relevant
policies and documentation. Schools with fewer than 150 employees are
exempt from this requirement, however these schools will still need to ensure
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that they collect and use enough workforce information to effectively meet the
general equality duty.
(ii)

Each school must prepare and publish one or more objectives that it thinks it
needs to achieve to further any of the aims of the general equality duty and
repeat at least every 4 years after that. It is expected that the school’s
objective(s) will be included in the objectives formulated to promote pupil
achievement and development in the School Improvement Plan.

(iii)

The objectives need to be provided for the FHT annually.

Equal pay
Men and women doing equal work and work rated as of equal value are entitled to
equal pay.
All employers must give men and women equal treatment in the terms and conditions
of their employment contract if they are employed on:
 'like work' - work that is the same or broadly similar
 work rated as equivalent under a job evaluation
 work found to be of equal value
A woman is employed on 'like work' with a man if her work is of the same or a broadly
similar nature. It is for the employer to show that there is a genuine reason for any
difference in pay, which is not based on the sex of an individual.
Employees are also entitled to know how their pay is made up and there should be a
clear audit trail which sets out how decisions on pay are made and how any additional
allowances are calculated. This is set out in the FHT pay policy.
4.

Anti-Harassment and Bullying Policy
You can expect to be treated with dignity and respect, free from harassment or other
forms of bullying at work.
We are all responsible for treating each other with dignity and respect and should
consider whether our words or conduct could be offensive to others; even
unintentional harassment or bullying is unacceptable.
Where harassment or bullying is shown to have taken place it will be dealt with under
our Disciplinary Procedure as a form of misconduct. In some cases, it may be treated
as gross misconduct leading to summary dismissal of those responsible.
Under the Health and Safety at Work Act 1974 we have a duty to provide you with a
safe place and system of work. This includes a workplace free from harassment and
bullying which may, in certain circumstances, also amount to unlawful discrimination.
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We are also responsible for ensuring that you are protected from unlawful
harassment, bullying or discrimination in the course of your work on grounds of
gender, sexual orientation, marital or civil partner status, gender reassignment, race,
colour, nationality, ethnic or national origin, religion or belief, disability or age.
Individual employees may also in some cases be held legally liable for harassing their
colleagues or third parties and may be ordered to pay compensation by a court or
employment tribunal.
What are harassment and bullying?
Harassment is any unwanted physical, verbal or non-verbal conduct which has the
purpose or effect of violating the recipient's dignity or creating an intimidating, hostile,
degrading, humiliating or offensive environment for them.
Harassment often (but not exclusively) targets the gender, sexual orientation, marital
or civil partner status, gender reassignment, race, colour, nationality, ethnic or
national origin, religion or belief or age of the victim.
A single incident of unwanted or offensive behaviour to one individual can, in some
circumstances, amount to harassment.
Examples of harassment include:


unwanted physical conduct or "horseplay" ranging from touching, pinching,
pushing or brushing past someone or invading their personal space, to
grabbing, shoving, punching and more serious forms of physical or sexual
assault;



unwelcome sexual behaviour, which the harasser may perceive as
harmless flirting, and which may involve unwanted suggestions, advances,
propositions or pressure for sexual activity;



suggestions that sexual favours may further a career or that refusal of
sexual favours may hinder it;



continued suggestions for social activity within or outside the workplace
after it has been made clear that such suggestions are unwelcome;



inappropriate behaviour whether in the form of offensive or intimidating
comments or gestures or insensitive jokes or pranks;



the sending or displaying of material that is pornographic or obscene or that
some individuals or groups may find offensive (including e-mails, text
messages, video clips and photographs taken or sent using mobile phones
or via the internet);



ignoring or shunning someone, for example, by deliberately excluding them
from a conversation or a workplace social activity.

Bullying is offensive, intimidating, malicious or insulting behaviour which, through the
abuse or misuse of power, makes the recipient feel vulnerable, upset, humiliated and
threatened. Power includes both personal strength and the power to coerce others
13

through fear or intimidation. Bullying is often a form of harassment and can undermine
an individual's self-confidence, competence and self-esteem. As with harassment,
bullying can take the form of physical, verbal and non-verbal conduct.
Legitimate and constructive criticism of a worker’s performance or behaviour, or
reasonable requests made of workers in the course of their employment, will not
constitute bullying.
Examples of bullying include:


shouting at, being sarcastic towards, ridiculing or demeaning others;



physical or psychological threats;



overbearing and intimidating levels of supervision;



inappropriate and/or derogatory remarks about someone's performance;



abuse of authority or power by those in positions of seniority;



unjustifiably excluding colleagues from meetings or communications.

Harassment or bullying can occur both in the workplace and in settings outside the
workplace, such as trips or social functions organised for or on our behalf and whether
on or off our premises.
Anyone who believes they are being subjected to harassment or that they are being
bullied should not hesitate to use the procedures set out below.
Informal steps to resolve bullying or harassment
If you consider that you are being bullied or harassed, you should initially attempt to
resolve the problem informally with the person responsible if you feel able, and
explain clearly to them that their behaviour is not welcome or makes you
uncomfortable. If this is too difficult or embarrassing to do on your own, you should
seek support from your line manager. They will provide confidential advice and
assistance and will offer to assist in the resolution of any problems, whether through
informal or formal means.
If you are in any doubt as to whether an incident or series of incidents which have
occurred constitute bullying or harassment, then you should initially contact your line
manager confidentially, on an informal basis. They will be able to advise you how your
concerns should be dealt with.
If informal steps have not been successful or would not be appropriate, you should
follow the formal procedure set out below.
Raising a formal complaint about bullying or harassment
The informal procedure may not be appropriate due to the nature of the harassment
or bullying or because you do not feel able to talk directly to the person creating the
problem. In these cases, or where the informal procedure has been unsuccessful,
you should raise your complaint in writing with your line manager whose role is to
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achieve a solution wherever possible and to respect the confidentiality of all
concerned. If the matter concerns that person you should refer it to another manager.
Your written complaint should set out full details of the conduct in question, including
the name of the harasser or bully, the nature of the harassment or bullying, the date(s)
and time(s) at which it occurred, the names of any witnesses and any action that has
been taken so far to attempt to stop it from occurring.
As a general principle, the decision to progress a complaint rests with you. However,
we have a duty to protect all employees and may decide to pursue the matter
independently if, in all the circumstances, it is considered appropriate to do so.
Formal investigations
Complaints will be investigated in a timely and confidential manner to establish full
details of what happened. The investigation will be thorough, impartial and objective,
and will be carried out with sensitivity and with due respect for the rights of all parties
concerned.
Consideration will be given to whether the alleged harasser or bully should be
redeployed temporarily, or suspended on full pay, or whether reporting lines or other
managerial arrangements should be altered pending the outcome of the investigation.
The person investigating the complaint will meet with you to hear your account of the
events leading to your complaint. You have the right to be accompanied by a
colleague or a trade union representative of your choice. We will arrange further
meetings with you as appropriate throughout the investigation and/or at its conclusion.
They will also meet with the alleged harasser or bully who may also be accompanied
by a colleague or trade union representative of their choice. It may also be necessary
to interview witnesses to any of the incidents mentioned in your complaint.
A report will be submitted to an appointed person who has had no prior involvement
who will consider the complaint. This person will usually arrange a meeting with you to
report the outcome within a week of the conclusion of the investigation. You will
receive an outcome letter with the findings a copy will also be provided to the alleged
harasser.
If the appointed person finds that harassment or bullying has occurred, prompt action
will be taken to stop the harassment or bullying immediately and prevent its
recurrence. The findings will be dealt with under our Disciplinary Procedure.
Consideration will be given to whether the harasser or bully should be dismissed and,
if not, whether they should remain in their current post or be transferred.
Even where a complaint is not upheld, consideration will be given to how the ongoing
working relationship between you and the alleged harasser or bully should be
managed. This may involve, for example, arranging some form of mediation or
counselling or a change in the duties or reporting lines of either party.
There are several possible outcomes to such an investigation. For example:
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If the alleged offender admits the allegation, there may be no need for the
investigation to continue unless the investigating officer(s) feel that further
confirmation of the facts is needed. Consideration will need to be given as to
whether any disciplinary action should be implemented against the offender.
The investigating officer(s) may conclude on “the balance of probabilities” that all
or some of the alleged behaviour did occur and will need to consider whether
formal disciplinary action should be implemented against the offender in line with
Stage Three of the Harassment Procedures.
the investigating officer(s) may conclude on “the balance of probabilities” that
none of the alleged behaviour occurred. Consideration may then need to be given
as to whether there are any issues relating to the complainant’s behaviour or
perception of the situation which need to be addressed.
the investigating officer(s) may conclude that both parties had contributed to the
situation and appropriate action will need to be taken, including mediation, to
resolve the issues.

Any worker who is, after investigation, found to have deliberately provided false
information or to have acted in bad faith may be subject to action under our
Disciplinary Procedure.
Appeals
You have the right to appeal within 5 working days of the date on which the decision
was sent or given to you.
Protection for those making complaints or assisting with an investigation
If you make a complaint or participate in good faith in any investigation conducted into
alleged harassment or bullying, you will be protected from any form of intimidation or
victimisation as a result of your involvement.
If you consider that you have been subjected to any such intimidation or victimisation
you should seek support from your line manager. You may alternatively or additionally
raise a complaint in writing under this procedure or our Grievance Procedure.
Confidentiality
Confidentiality is an important part of the procedures provided to deal with harassment
and bullying. Whether making a complaint or because they are involved in any
investigation, everyone is responsible for observing the high level of confidentiality
required.
Breach of confidentiality may give rise to disciplinary action under our Disciplinary
Procedure.

5.

Managing Attendance Policy
This policy sets out our procedures for reporting sickness absence and for the
management of sickness absence in a fair and consistent way. Sickness absence can
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vary from short intermittent periods of ill-health to a continuous period of long-term
absence and have a number of different causes.
We wish to ensure that the reasons for sickness absence are understood in each
case and investigated where necessary.
Sickness absence whilst often unavoidable, creates disruption for colleagues and
pupils. Close management of absence is not an accusation that your absence isn’t
genuine, it is an opportunity to facilitate a return to work as soon as possible or
support you in maintaining attendance at work. We have to ensure that we make each
day count and therefore, if your absence is causing a concern in relation to the
education of the children, it impacts on the wider community such as parents or has a
detrimental effect on your colleagues your case will be managed with this in mind. We
also appreciate that you have chosen to work in this area and therefore already
understand the necessity to put the children first.
We may vary the procedures set out in this policy, including any time limits, as
appropriate in any case.
Disabilities
We are aware that sickness absence may result from a disability. At each stage of the
sickness absence meetings procedure (set out below), particular consideration will be
given to whether there are reasonable adjustments that could be made to the
requirements of a job or other aspects of working arrangements that will provide
support at work and/or assist a return to work.
If you consider that you are affected by a disability or any medical condition which
affects your ability to undertake your work, you should inform your line manager to
ensure that the right support is put in place to assist you in maintaining attendance.
Sickness absence reporting procedure
Line managers should make arrangements for anyone who is unwell to be
accompanied home or to receive medical treatment where necessary.
If you cannot attend work because you are ill or injured you should telephone and
speak to your line manager as early as possible (except in exceptional
circumstances), and no later than 1 hour before the time when you are normally
expected to start work. The following details should be provided:
(a)

The nature of your illness;

(b)

The expected date you will return to work;

(c)

Contact details;

(d)

Any outstanding or urgent work that requires attention.

If you are unsure of the expected date you will return to work or cannot attend work on
the return date you have specified, you should keep in regular contact as agreed with
your line manager.
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You may not receive occupational sick pay or statutory sick pay unless you are able to
provide a medical certificate or other evidence of incapacity at your own expense for
the full period of incapacity or if you have not complied with the calling in procedure.
Forms
For sickness absence of up to seven consecutive calendar days you must complete a
self-certification form which will be available to you on your return to work.
For absence of more than a week you must obtain a certificate from your doctor (a
"Statement of Fitness for Work") stating that you are not fit for work and the reason(s)
why. This should be forwarded to your line manager as soon as you receive it. If your
absence continues, further medical certificates to cover the whole period of absence
must be submitted to your line manager as soon as you receive them.
If your doctor provides a certificate stating that you "may be fit for work" you should
inform your line manager immediately. We will discuss with you any additional
measures that may be needed to facilitate your return to work, taking account of your
doctor's advice. This may take place at a return to work interview (see below). If
appropriate measures cannot be taken, you will remain on sick leave and we will set a
date to review the situation.
If you are suffering from an infectious or contagious disease or illness you must not
report for work. Any contact with persons suffering from an infectious or contagious
disease must be reported before commencing work.
Unauthorised absence
Absence that has not been notified according to the sickness absence reporting
procedure will be treated as unauthorised absence. Cases of unauthorised absence
will be dealt with under our Disciplinary Procedure.
If you do not report for work and have not telephoned your line manager to explain the
reason for your absence, your line manager will try to contact you and/or your next of
kin, by telephone and in writing if necessary. This should not be treated as a
substitute for reporting sickness absence and your absence may still be classed as
unauthorised.
Sick pay
You should refer to your Contract of Employment for details of the sick pay to which
you are entitled
If a period of sickness absence is or appears to be because of negligence, nuisance
or breach of any statutory duty on the part of a third party, in respect of which
damages are or may be recoverable, you must immediately notify the head teacher of
that fact and of any claim, compromise, settlement or judgment made or awarded in
connection with it and all relevant particulars that we may reasonably require.
If we require you to do so, you must cooperate in any related legal proceedings and
refund to us that part of any damages or compensation you recover that relates to lost
earnings for the period of sickness absence as we may reasonably determine, less
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any costs you incurred in connection with the recovery of such damages or
compensation, provided that the amount to be refunded to us shall not exceed the
total amount we paid to you in respect of the period of sickness absence.
Keeping in contact during sickness absence
You should expect to be contacted during your absence by your line manager who will
want to enquire after your health and be advised, if possible, as to your expected
return date.
It is expected that you will be available during your normal working hours. If you have
appointments planned, please ensure that your line manager is aware.
If you have any concerns while absent on sick leave, whether about the reason for
your absence or your ability to return to work, you should feel free to contact your line
manager at any time.
Medical examinations
We may, at any time in operating this policy, ask you to attend a medical examination
by a doctor or Occupational Health provider nominated by us at our expense.
You will be asked to agree that any report produced in connection with any such
examination may be disclosed to us and that we may discuss the contents of the
report with our advisers and the relevant doctor.
The report provided will be shared with the relevant personnel concerned with
managing a case of absence. This may include; HR, panel members and where
applicable your line manager. It is often the case that School Business Managers are
responsible for arranging the referrals and therefore they will also have access to the
referral and the report.
Return-to-work interviews
If you have been absent on sick leave, we will arrange for you to have a return-towork discussion with your line manager to discuss the details of your absence and for
you to raise any concerns or questions you may have, and to bring any relevant
matters to our attention or to discuss any additional measures that may be needed to
facilitate your return to work, taking account of your doctor's advice. It may be that this
is conducted face to face, by telephone or by email.
This could include:
(a)

Obtaining medical advice;

(b)

Making reasonable adjustments to the workplace, working practices and
working hours;

(c)

Considering redeployment; and/or

(d)

Agreeing a return to work programme with anyone affected.
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If you are unable to return to work in the longer term, we will consider whether you are
entitled to any benefits under your Contract and/or any insurance schemes we
operate.
Sickness absence meetings
We may apply this procedure whenever we consider it necessary including, for
example, if you:





3 periods of certified and / or self certified sickness absence in a term
unacceptable patterns of absence, for example regular Monday or Friday
absence or regular absences at particular times during the week or school
calendar
4 periods which in total exceed a month of certified / self-certified sickness
absence per year.

We will give you reasonable notice, normally, but not bound to, between 5-10 working
days, written notice of the date, time and place of any formal sickness absence
meeting. A reasonable opportunity, before the meeting will be provided for you to
consider any information that will be depended on during the meeting. You may bring
any relevant information with you to the meeting as long as it has been provided to
your line manager in good time beforehand.
The meeting will usually be conducted by your line manager.
You must take all reasonable steps to attend a meeting. If you or your companion are
unable to attend at the time specified, you should immediately inform your line
manager who will try to seek to agree an alternative time, it may not always be
possible.
A meeting may be adjourned if your line manager is awaiting receipt of information,
needs to gather any further information or give consideration to matters discussed at a
previous meeting. You will be given a reasonable opportunity to consider any new
information obtained before the meeting is reconvened.
Confirmation of any decision made at a meeting, the reasons for it, and of the right of
appeal will be given to you in writing within 5 working days of a sickness absence
meeting (unless this time scale is not practicable, in which case it will be provided as
soon as is practicable).
If, at any time, your line manager considers that you have taken or are taking sickness
absence when you are not unwell, they may refer matters to be dealt with under our
Disciplinary Procedure.
We may, at our discretion, permit a companion who is not an employee or union
representative (for example, a family member) where this will help overcome
particular difficulties caused by a disability, or difficulty understanding English.
Stage 1: first sickness absence meeting
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It is assumed that the process will be followed sequentially, however, where the
absence is long term and there is no suggestion of a likely return to work date in the
near future then your case may go straight to Stage 3.
The purposes of a first sickness absence meeting may include:
(a)

Discussing the reasons for your absence(s);

(b)

Where you are on long-term sickness absence, determining how long the
absence is likely to last;

(c)

Where you have been absent on a number of occasions, determining the
likelihood of further absences;

(d)

Considering whether medical advice is required;

(e)

Considering what, if any, measures might improve your health and/or
attendance;

(f)

Agreeing a way forward, action that will be taken and a time-scale for review
and/or a further meeting under the sickness absence procedure;

(g)

It may, depending on the individual circumstances of the case and steps
already taken, include a Written Warning. You will also be advised that if
your absence continues, you are at risk of dismissal.

Stage 2: second sickness absence meeting
Depending on the matters discussed at the first stage of the sickness absence
procedure, a further meeting may be necessary.
The purposes of further meeting(s) may include:
(a)

Discussing the reasons for and impact of your ongoing absence(s);

(b)

Where you are on long-term sickness absence, discussing how long your
absence is likely to last;

(c)

Where you have been absent on a number of occasions, discussing the
likelihood of further absences;

(d)

If it has not been obtained, considering whether medical advice is required.
If it has been obtained, considering the advice that has been given and
whether further advice is required;

(e)

Considering your ability to return to/remain in your job in view both of your
capabilities and the needs of the school and any adjustments that can
reasonably be made to your job to enable you to do so;

(f)

Considering possible redeployment opportunities and whether
adjustments can reasonably be made to assist in redeploying you;

(g)

Agreeing a return to work programme;
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any

(h)

If it is considered that you are unlikely to be able to return to work from longterm absence, whether there are any benefits for which you should be
considered;

(i)

If appropriate, agreeing a way forward, action that will be taken and a timescale for the second review period and/or a further meeting(s). This may,
depending on steps we have already taken, include a Final Written Warning
and that you are at risk of dismissal;

(j)

If you have already received a final warning at the first meeting, and advised
that you are at risk of dismissal, a potential outcome of this meeting is
dismissal and you will move to stage 3.

(k)

If your attendance has improved, you will be monitored along with all
employees. However, if the improvement is not sustained formal procedures
will commence and any live warnings taken into consideration.

Stage 3 – Final Hearing
If there has been an improvement in attendance during the second review period the
procedures can be halted, a further period of monitoring can commence and the
meeting can be held by the Head Teacher or relevant line manager for the central
team.
At this stage, a statement of case will be provided to summarise the case and is likely
to include; absence data and medical information where relevant, case history and a
record of supportive actions taken. An opportunity for additional verbal representation
from both parties will be provided.
Where there is a significant risk of dismissal, the purposes of the meeting will be:
(a)

To review the meeting(s) that have taken place and matters discussed with
you;

(b)

Where you remain on long-term sickness absence to consider whether
there have been any changes since the last meeting; either as regards your
possible return to work or opportunities for return or redeployment;

(c)

To consider any further matters that you wish to raise;

(d)

To consider whether there is a reasonable likelihood of you returning to
work or achieving the desired level of attendance in a reasonable time;

(e)

To consider the possible termination of your employment.

(f)

Further medical advice may be required but is not always necessary
depending on the case.

Termination will normally be with full notice or payment in lieu of notice.
Appeals
You have the right to appeal the outcome at any formal stage. The process will be
communicated to you in your outcome letter.
22

Ill Health Retirement
You are entitled to request consideration for Ill Health Retirement at any stage of the
procedure, however, it is expected that this will be before Stage 3.
If you request consideration for Ill Health Retirement you will be asked to give consent
for us to apply to see your medical records in relation to the reason for your current
absence. We will then request a medical report and include any questions we have for
the GP. You will receive a copy of this.
We will then arrange for you to attend an Occupational Health appointment to certify if
eligible for Ill Health Retirement. The referral will state the Reason for absence, dates of
absence, job description, details of any welfare meetings, copy of the last OH referral or copy
of GP report and any questions for the OH Doctor.
After the appointment, the IH1 form will be completed and stamped by the OH Doctor
and once we receive the information you will be asked, if you can, to attend a meeting
to discuss the situation and confirm your termination on the grounds of ill health
retirement. You do not need to attend this if it is too difficult for you. You can send a
representative or provide anything you wish to say in writing.
We will the pension forms and send to Payroll who will complete their part and send to
Pensions. You will then be sent a Retirement Pack.

Medical Suspension
For teachers absent for 3 months with any kind of mental disorder, the DFE medical
suspension regulations may apply. Under DfEE Circular 4/99 – ‘Physical and Mental
Medical Fitness of Teachers to Teach’, head teachers and governing bodies have the
power to medically suspend a teacher where necessary, but medical advice must be
sought from an appropriately qualified medical adviser before taking such action.
It is often appropriate at this point to request an appointment with the Occupational
Health Physician and for schools to liaise closely with HR.
Medical suspension may also be used in cases where it is necessary, due to the
nature of your condition, to protect either you, your colleagues or the children.
6.

Stress Policy
We are committed to protecting your health, safety and well-being and that of all those
who work for us. We will endeavour to maintain a working environment in which
everyone treats one another with dignity and respect and is able to co-operate with
and trust their colleagues.
We recognise that, whatever its source, stress is a health and safety issue in the
workplace. We acknowledge the importance of a supportive environment and working
culture and of identifying and reducing workplace stressors.
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We are committed to a programme of action to make this policy effective and to bring
it to everyone's attention. However, this policy can only be effective if everyone cooperates to achieve its aims.
What is stress?
Stress is the adverse reaction experienced in response to excessive pressures or
demands. Stress is not an illness but, sustained over a period of time, it can lead to
mental and/or physical illness.
There is an important distinction between working under pressure and experiencing
stress. Certain levels of pressure are acceptable and normal in every job. They can
improve performance, enable individuals to meet their full potential and provide a
sense of achievement and job satisfaction. However, when pressure becomes
excessive it produces stress.
Pressures outside the workplace, whether the result of unexpected or traumatic
events such as accidents, illness, bereavement, family breakdown or financial worries,
can result in stress. They can also compound normal workplace pressures.
We recognise that what triggers stress and the capacity to deal with stress varies from
person to person. Individuals react to similar situations in different ways.
Legal obligations
We have a legal duty to take reasonable care to ensure that your health is not put at
risk by excessive pressures or demands arising from the way work is organised.
This policy takes account of our obligations under the Health and Safety at Work etc.
Act 1974, Management of Health and Safety at Work Regulations 1999, Employment
Rights Act 1996, Protection from Harassment Act 1997, Working Time Regulations
1998 and the Equality Act 2010.
We are committed to:
(a)

Promoting a culture of open communication, participation and
encouragement; through training, effective planning and allocation of
workloads and ensuring feedback is provided on performance, we want you
to develop your skills and confidence and to feel able to raise any concerns
they have about your work or working environment;

(b)

Using development, support systems and policies reflecting current good
practice to help you understand and recognise the causes of stress and to
address work-related stress and the impact of external stressors at work;

(c)

Providing a workplace free from harassment, bullying and victimisation;

(d)

Addressing violence, aggression and other forms of inappropriate behaviour
through disciplinary action;

(e)

Ensuring risk assessments include or specifically address workplace stress;
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(f)

Maintaining an appraisal process to ensure the suitability of workloads,
supported by a capability procedure;

(g)

Facilitating requests for flexible working where reasonably practicable in
accordance with our flexible working policy;

(h)

Following comprehensive change management procedures;

(i)

Providing support services, such as occupational health.

Recognition of stress as a genuine problem requires management support and action.
Those working at management level have a specific responsibility to:
(a)

Participate in the culture of open communication and encouragement,
ensure that people they manage receive training, effectively plan and
allocate workloads and provide feedback on performance;

(b)

Monitor workloads and reallocate work where necessary;

(c)

Ensure that people they manage understand the standards of behaviour
expected of them and others and act on behaviour that falls below those
standards.

To facilitate this process, line managers will be given training on best practice and are
encouraged to seek advice on how to recognise stress in the people they manage.
However, you are all responsible for the success of this policy and you must ensure
that you:
(a)

Familiarise yourself with the policy and act in accordance with its aims and
objectives;

(b)

Plan and organise your work to meet personal and organisational
objectives;

(c)

Speak to your line manager if you experience or are aware of a situation
that may lead to a stress problem;

(d)

Co-operate with support, advice and guidance you may be offered by your
line manager.

Resolving cases of stress at work
If you believe you are suffering from stress you should discuss this with your line
manager in the first instance.
Once an issue affecting your health comes to the attention of your line manager steps
will be taken to address that issue. Those steps may include any of the following:
(a)

A workload review, reallocation of work, monitoring of future workload or
possible redeployment. Our Capability Procedure may be applied;

(b)

Where appropriate, investigation under our Disciplinary and/or Grievance
Procedures;
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(c)

Referral for medical advice or a medical report to be provided by our
medical advisers and/or your GP (and any medical specialist) treating you;

(d)

If you are on sickness absence, discussion of an appropriate return to work
programme. Our Sickness Absence Policy may be applied.

Absence due to stress
If you are absent due to stress you should follow the sickness absence reporting
procedure contained in our Sickness Absence Policy.
We believe that cases of stress need to be handled carefully but quickly. Statistics
show that the longer you are absent due to stress, the harder it is to come back to
work. Therefore, we may want to meet with you straight away to understand the
circumstances and set up a referral to Occupational Health as soon as you inform us
of your absence due to stress. This is to provide early intervention not to add to your
stress.
Sometimes stress can be work related and therefore it is important that we
understand the triggers so that we can see what can be done to alleviate the
cause(s).
If the stress is related to personal issues, sometimes it’s helpful to be back at work for
the structure and routine.
Each case will be dealt with on a case by case basis and with the best interests of all
concerned.
We understand that work can be pressurised at times and our aim is always to
support you when you are facing difficulties in work, however, if you are absent as a
result of normal management activity such as observations or performance
management we would have to consider escalation of the sickness absence
procedure in relation to these exceptional circumstances and the impact on the
children or effective running of the school.
Confidentiality
Confidentiality is an important part of this policy. Every employee is responsible for
observing the high level of confidentiality that is required, whether you are suffering
from stress, supporting a colleague who is suffering from stress or because you are
otherwise involved in the operation of a policy or procedure dealing with stress.
Breach of confidentiality may give rise to disciplinary action.
However, there are occasions when matters reported by employees suffering from
stress may have to be put to third parties. For example, where duties need to be
reallocated within a team or where, as the result of reported bullying or misconduct, a
disciplinary investigation and/or proceedings take place. If this is the case, matters will
be discussed with you before any action is taken.
Protection for those reporting stress or assisting with an investigation
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If you report that you are suffering from stress, if you support a colleague in making
such a report or if you participate in any investigation connected with this policy in
good faith you will be protected from any form of intimidation or victimisation.
If you consider that you have been subjected to any such intimidation or victimisation
should seek support from your line manager. You may alternatively or additionally
raise a complaint in accordance with our Grievance Procedure.
If, after investigation, you are found to have acted in bad faith or to have provided
false information you will be subject to action under our Disciplinary Procedure.
7.

Performance Management
At FHT we pride ourselves on our commitment to professional and personal
development and therefore we have amended the standard appraisal procedure to
accommodate the requirements of achieving excellence. The main focus of our
performance management strategy is that it applies to all employees and it’s focused
on improving performance, increasing our professional and personal development to
be the best we can be or to move forward in our careers.
You will be given relevant objectives for your role, your school/role within the central
team and your aspirations. A copy of the strategy is available to you from your line
manager.

8.

Capability Procedure
The primary aim of this procedure is to detail arrangements which will apply should
you fall below the levels of competence that are expected of you and provides a
framework to support you in such circumstances to improve performance. It does not
cover genuine sickness absence or misconduct.
It is our policy to ensure that concerns over performance are dealt with fairly and that
steps are taken to establish the facts and to give employees the opportunity to
respond at a hearing before any formal action is taken.
It applies to all employees with the exception of Newly Qualified Teachers in their
induction period and support staff during a probationary period.
It is not a stand alone policy and works with the appraisal policy or, the support and
supervision process.
In normal circumstances a transition to the capability process will happen if, after up to
2 cycles of support within the appraisal or support and supervision process, you have
not shown signs of sustained improvement in your performance.
In exceptional circumstances such as your underperformance raises serious cause for
concern, or the education or health and safety of the pupils are at risk, transition may
occur immediately or before 2 cycles of support have been concluded.
For teachers, appropriate arrangements from within school or via the FHT’s
Improvement Support Team, will secure the assistance of an appropriate advisor to
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attend the formal performance meeting and to act as monitoring officer throughout the
review periods. The monitoring officer will be someone identified as being relevant
and able to provide impartial support and will not be involved in making any decisions
on the case. They are likely to be asked to provide feedback to the person managing
your case, you will also be given feedback.
For support staff, similar arrangements may be put in place.
We have to inform you that if you are part of the capability process and we are asked
for a reference we have to be
honest and truthful and, under the School Staffing (England) (Amendment)
Regulations we have to inform a prospective employer, whether or not you have been,
within the last two years, the subject of capability procedures. This is a statutory
responsibility.
We will:


Advise in writing whether or not the teacher has, in the preceding two years,
been the subject of the capability procedure; and



Provide written details of the nature of the concerns, the duration of the
proceedings and the outcome.

Identifying performance issues
Capability issues arise when an employee fails to perform their duties to an
acceptable standard.
Standards should be appropriate to the level of the job and the skills and experience
that can be reasonably expected of a person in that job. For teachers and TA’s these
standards will be the relevant nationally recognised standards.
A Fast Track procedure is included and will be used in exceptional circumstances in
situations where an employee’s unsatisfactory performance is so serious that it is
having or is likely to have a harmful impact on the school, MAT, colleagues or the
children and applies in exceptional circumstances.
Informal
In the first instance, performance issues should normally be dealt with informally
between you and your line manager as part of day-to-day management,
representation is not provided for in these circumstance, however, if you are finding
things difficult you can ask to bring a colleague for support. Where appropriate, a note
of any such informal discussions may be placed on your personnel file. The formal
procedure should be used for more serious cases, or in any case where an earlier
informal discussion has not resulted in a satisfactory improvement. Informal
discussions may help:
(a)

clarify the required standards;

(b)

identify areas of concern;
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(c)

establish the likely causes of poor performance and identify any training
needs;

(d)

agree any support and/or

(e)

set targets for improvement and a time-scale for review.

You will not normally be dismissed for performance reasons without previous
warnings. However, in serious cases of gross negligence, or in any case where you
have not yet completed your probationary period, dismissal without previous warnings
may be appropriate.
If we have concerns about your performance, we will undertake an assessment to
decide if there are grounds for taking formal action under this procedure. The
procedure involved will depend on the circumstances but may involve reviewing your
personnel file including any appraisal records, gathering any relevant documents,
monitoring your work and, if appropriate, interviewing you and/or other individuals
confidentially regarding your work.
It would not normally be necessary to move from the normal appraisal process into
capability at this stage unless there were exceptional circumstances.
Absence
If you are absent during any stage of the process, the Sickness Absence Procedure
will commence.
With absences that have a defined return date it may be appropriate to defer the
capability process until you return to work.
Disabilities
Consideration will be given to whether poor performance may be related to a disability
and, if so, whether there are reasonable adjustments that could be made to your
working arrangements, including changing your duties or providing additional
equipment or training. We may also consider making adjustments to this procedure in
appropriate cases.
If you wish to discuss this or inform us of any medical condition you consider relevant,
you should contact your line manager. We want to support you if you have a disability
but in order to do this effectively we do need you to help us by providing as much
information as possible. If we do not have the information, we cannot provide the
support and make the reasonable adjustments that might otherwise be of substantial
benefit.
Confidentiality
Our aim is to deal with performance matters sensitively and with due respect for the
privacy of any individuals involved. All employees must treat as confidential any
information communicated to them in connection with a matter which is subject to this
capability procedure.
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You will normally be told the names of any witnesses whose evidence is relevant to
your capability hearing, unless we believe that a witness's identity should remain
confidential.
Stage 1 Capability Hearing
If we consider that there are grounds for taking formal action over alleged under
performance, the normal appraisal process will stop and you will be invited to a
meeting to discuss the situation so far and the possibility of a transition to capability. If
the decision is to proceed to formal capability you will be invited to attend a capability
hearing. We will notify you in writing of our concerns over your performance, the
reasons for those concerns, and the likely outcome if we decide after the hearing that
your performance has been unsatisfactory. We will also include the following where
appropriate:
(a)

A summary of relevant information gathered as part of any process;

(b)

A copy of any relevant documents which will be used at the capability
hearing;

Where possible you will be given reasonable notice of between 5-10 days of the
hearing and we will inform you in writing of the date, time and place of the capability
hearing.
You should make every attempt to attend this appointment, however if you or your
representative are unable to attend we will attempt to reschedule within 5 days of the
original date. However, it may be that the meeting will go ahead in your absence.
Please note that should you feel unable to attend in person, you may submit your
case in writing or instruct a work colleague or Trade Union official to represent you.
Right to be accompanied at hearings
You have the right to be accompanied.
Procedure
The capability hearing will normally be held by the Head Teacher or CEO/relevant
member of FHT SLT where the performance of the Head Teacher is the subject of
concern.
The aims of a capability hearing will usually include:
1. identification of professional shortcomings;
2. specific performance concerns being made clear;
3. identification of how the relevant national standards are not being met;
4. the performance concerns in relation to your job description, objectives, role,
responsibilities will be identified;

30

After the meeting, your line manager will meet with you informally to set reasonable
targets and performance indicators as part of a further support plan.
You can expect clear information and guidance on the standard of performance
required of you to enable you to move from the capability procedure, back to the
appraisal procedure. This may include the setting of small step targets focussed on
the specific areas of concern which need to be addressed, the identification of
appropriate success criteria and a determination of the evidence that will be used to
assess whether or not the required improvement has been made.
You will also be informed of the support, monitoring and review activity to be
undertaken during the review period, with an indication of at what point and by whom
and the length of the support plan which will be up to a maximum of 6 weeks. The
time frame will take into account the expectation of a likely improvement, the
availability of external support and the likely time frame for support to have an impact
and for you to demonstrate that impact.

A hearing may be adjourned if we need to gather any further information or give
consideration to matters discussed at the hearing. You will be given a reasonable
opportunity to consider any new information obtained before the hearing is
reconvened.
We will inform you in writing of our decision and our reasons for it, usually within 3-5
working days of the capability hearing. We will also explain this information to you in
person within a reasonable time frame but in enough time for you to begin your
support plan.
Following a capability hearing, if there is no evidence to continue the capability
procedure you will be referred back to the appraisal/support and supervision process.
If we decide that your performance is unsatisfactory, we will normally give you a first
Written Warning and set a further review period of up to 6 weeks.
If your unsatisfactory performance is sufficiently serious it might be that you will be
issued with a Final Warning at the first meeting.
At this stage the process may be moved straight to the Fast Track procedure
depending on the circumstances:


Where the seriousness of the level of under-performance means that pupils’
education and/or safety and/or management of the school/Trust is jeopardised;



Where it is evident that an acceptable level of improvement is beyond the
ability of the employee being assessed;



Where there is a lack of co-operation with the process or a serious further
deterioration in performance

It is recommended that the timeframe for this stage should be a maximum of 6 weeks
unless there are exceptional circumstances (see Fast Track Procedure).
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Your performance will be monitored during the review period and we will we will invite
you to attend a review meeting:
(a)

if your line manager is satisfied with your performance, no further action will
be taken;

(b)

if your line manager is not satisfied, the matter may be progressed to a
capability hearing; or

(c)

if your line manager feels that there has been a substantial but insufficient
improvement, the review period may be extended.

Stage 2 Capability Hearing
If your performance does not improve within the review period set out in the first
capability hearing and associated outcome letter, or if there is further evidence of poor
performance while your warning is still active, we may decide to hold a further
capability hearing which will follow the same process as the first capability hearing.
Following a second capability hearing, if we decide that your performance is
unsatisfactory, we will give you a Final Written Warning and set a final review period
of no more than 6 weeks.
Your performance will be monitored during the review period and we will invite you to
attend a review meeting:
(a)

if your line manager is satisfied with your performance, no further action will
be taken;

(b)

if your line manager is not satisfied, the matter may be progressed to a
Decision Meeting; or

(c)

if your line manager feels that there has been a substantial but insufficient
improvement, the review period may be extended.

Stage 3 Decision Meeting
We will hold a Decision Meeting if we have reason to believe:
(a)

your performance has not improved sufficiently within the review period set
out in a final written warning;

(b)

your performance is unsatisfactory while a final written warning is still active;
or

(c)

your performance has been grossly negligent such as to warrant dismissal
without the need for a final written warning.

We will send you written notification of the hearing as set out above including any
evidence to be considered. You will be entitled to present any information and this
should be given to line manager no later than 5 working days before the hearing.
Following the hearing, if we find that your performance is unsatisfactory, we may
consider a range of options including:
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(a)

Redeploying you into another suitable job at the same or a lower grade;

(b)

Extending an active final written warning and setting a further review period
(in exceptional cases where we believe a substantial improvement is likely
within the review period).

(c)

Dismissal

Appeals
You have the right to appeal.
Fast Track Capability Procedure
This procedure is designed to be used only in exceptional circumstances where the
employee’s standard of performance raises serious cause for concern, such as the
education of the pupils is in jeopardy, the health and safety of pupils is at risk or where
a situation requires immediate intervention.
It remains that any issue of conduct be dealt with under the Disciplinary Procedure.
Evidence must be considered and the case should be discussed with HR before
progressing to the Fast Track Procedure. Evidence is likely to include:


Informal or formal complaints or concerns raised by professionals or
parents/carers



Written or electronic documents in relation to progress or attainment etc.



Failure to comply with legal or statutory requirements or responsibilities



Evidence that a pupil(s) have been placed at risk.

Initial Meeting
Your line manager will discuss their concerns with you and if there is evidence to
suggest that the Fast Track Procedure should be invoked, you will be given between
5-10 working days’ notice of the meeting.
First Review Meeting
At the end of the 4-week review period you will be invited to a meeting with the Head
Teacher. If you have achieved the targets set the process will cease and you will
revert back to the Appraisal Process. A letter will be sent confirming this and inform
you that if there is future recourse to the Fast Track process, the procedure will
commence from the next stage. This is only applicable to the Fast Track Procedure.
If you have not bet the targets set a final written warning will be issued and a further 4week review period will commence, at the end of which a Final Review Meeting will be
held.
Final Review Meeting
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The meeting will consider the evidence gathered and if you have achieved the agreed
targets the procedure will cease. You will be notified of this and a record of the result
will remain on file for 18 months.
If within 18 months there is cause for concern over your performance, the process will
commence from the final stage. This relates to the fast track process only.
If you have not met the required standards the matter will be referred to a Panel
Hearing.
Panel Hearing
This meeting will be held by a panel made up of at least 2 people which could include;
governors and appropriate management from FHT, who will consider all the evidence
and make a decision on your continued employment.
Where there is a decision not to dismiss you, a record of this will be made and the
final warning will remain on file for 18 months. Where you are unable to sustain the
required level of performance within the 18 months, a Stage 3 Decision Meeting will
be arranged to review the decision. A possible outcome at this stage is dismissal.
For all meetings in the Fast Track procedure you will be given between 5-10 working
days’ notice of the meeting, the right to be accompanied and the right to appeal any
decision.
Where you or your companion are unable to attend the meeting every attempt will be
made to reschedule the meeting within 5 days of the original date. Following that, the
meeting will run in yours or your representative’s absence. You will be given the
opportunity to make written representations.
9.

Disciplinary
The aim of the Disciplinary Policy is to set out the standards of conduct expected of all
employees and to provide a framework within which managers can work with
employees to maintain those standards and encourage improvement where
necessary.
If you are in any doubt as to your responsibilities or the standards of conduct
expected, you should speak to your line manager.
Where an employee is absent during the disciplinary procedure, the sickness absence
procedure will be invoked immediately. It may be necessary to continue with the
disciplinary procedure; the employee will be offered the opportunity to make written
representations or have a trade union representative or colleague attend in their
absence.
Misconduct
The following are examples of matters that will normally be regarded as misconduct
and will be dealt with under our Disciplinary Procedure:
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(a)

Minor breaches of our policies including the Sickness Absence Policy,
Electronic Information and Communications Systems Policy, and Health
and Safety Policy;

(b)

Minor breaches of your Contract;

(c)

Damage to, or unauthorised use of, our property;

(d)

Poor timekeeping and/or attendance;

(e)

Time wasting;

(f)

Unauthorised absence from work;

(g)

Refusal to follow reasonable instructions;

(h)

Minor to medium insubordination;

(i)

Excessive use of our telephones for personal calls;

(j)

Excessive personal e-mail or internet usage;

(k)

Obscene language or other offensive behaviour;

(l)

Negligence in the performance of your duties; or

(m)

Smoking in no-smoking areas.

This list is intended as a guide and is not exhaustive.
Gross misconduct
Gross misconduct is a serious breach of contract and includes misconduct which, in
our opinion, is likely to prejudice our Trust or reputation or irreparably damage the
working relationship and trust between employer and employee. Gross misconduct
will be dealt with under our Disciplinary Procedure and will normally lead to dismissal
without notice or pay in lieu of notice (summary dismissal).
The following are examples of matters that are normally regarded as gross
misconduct:
(a)
(b)
(c)
(d)

(e)
(f)
(g)
(h)

Breach of safeguarding policies and procedures.
Theft or fraud;
Physical violence or bullying and actual or threatened violence, or behaviour
which provokes violence;
Deliberate damage to our buildings, fittings, property or equipment, or the
property of a colleague, pupil, parent/carer/volunteer, contractor, supplier or
member of the public;
Serious misuse of our property or name;
Deliberately accessing internet sites containing pornographic, offensive or
obscene material;
Repeated or serious failure to obey instructions, or any other serious act of
insubordination;
Unlawful discrimination or harassment;
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(i)
(j)
(k)
(l)
(m)
(n)
(o)
(p)

(q)
(r)
(s)
(t)
(u)
(v)
(w)

(x)

(y)
(z)
(aa)

(bb)
(cc)

(dd)

Bringing the Trust or school into serious disrepute;
Being under the influence of alcohol, illegal drugs or other substances
during working hours;
Causing loss, damage or injury through serious negligence;
Serious or repeated breach of health and safety policy or serious misuse of
safety equipment;
Unauthorised use or disclosure of confidential information or failure to
ensure that confidential information in your possession is kept secure;
Acceptance of bribes or other secret payments;
Establishing an inappropriate relationship with a pupil, parent, carer,
volunteer, or colleague.
Conviction for a criminal offence that in our opinion may affect our
reputation or our relationships with our employees, pupils, parents, carers,
volunteers or the public, or otherwise affects your suitability to continue to
work for us;
Failure to inform us about an ongoing investigation into criminal behaviour
involving you;
Knowingly taking advantage of entitlements that you are not eligible for;
Possession, use, supply or attempted supply of illegal drugs;
Serious neglect of duties, or a serious or deliberate breach of your Contract
or operating procedures;
Knowing breach of statutory policies affecting your work;
Unauthorised use, processing or disclosure of personal data contrary to our
Data Protection Policy;
Harassment or discrimination against employees, contractors, clients or
members of the public on the grounds of gender, marital or civil partner
status, gender reassignment, race, colour, nationality, ethnic or national
origin, disability, religion or belief or age contrary to our Equal Opportunities
Policy or our Anti-harassment and Bullying Policy;
Refusal to disclose any of the information required by your employment or
any other information that may have a bearing on the performance of your
duties;
Giving false information as to qualifications or entitlement to work (including
immigration status) in order to gain employment or other benefits;
Knowingly taking parental, paternity or adoption leave when not eligible to
do so or for a purpose other than supporting a child;
Making a disclosure of false or misleading information under our
Whistleblowing Policy maliciously, for personal gain, or otherwise in bad
faith;
Making untrue allegations in bad faith against a colleague or manager;
Victimising a colleague who has raised concerns, made a complaint or
given evidence information under our Whistleblowing Policy, Antiharassment and Bullying Policy, Grievance Procedure, Disciplinary
Procedure or otherwise;
Serious misuse of our information technology systems (including misuse of
developed or licensed software, use of unauthorised software and misuse of
e-mail and the internet) contrary to our Electronic Information and
Communications Systems Policy;
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(ee) Undertaking unauthorised paid or unpaid employment during your working
hours;
This list is intended as a guide and is not exhaustive.

Referral to the Teaching Agency
The Teaching Agency operates as the national regulator for the teaching profession,
on behalf of the Secretary of State. Employers, including local authorities, academies
and free schools are not required to report cases of incompetence to this agency.
Since 1st April 2012 only cases of serious misconduct will be considered for a
prohibition order. Higher Level Teaching Assistants and other support staff are not
covered because they operate under the supervision and direction of a teacher.
Support staff who work regularly and directly with children will be covered by the
barring procedures operated by the ISA.
This procedure is used to deal with misconduct. It does not apply to cases involving
genuine sickness absence, proposed redundancies or poor performance. In those
cases, reference should be made to the appropriate policy or procedure elsewhere in
this document.
Minor conduct issues can often be resolved informally between you and your line
manager. These discussions should be held in private and without undue delay
whenever there is cause for concern. Where appropriate, a note of any such informal
discussions may be placed on your personnel file.
Formal steps will be taken under this procedure if the matter is not resolved, or if
informal discussion is not appropriate (for example, because of the seriousness of the
allegation).
If you have difficulty at any stage of the procedure because of a disability, you should
discuss the situation with your line manager as soon as possible.
Confidentiality
Our aim is to deal with disciplinary matters sensitively and with due respect for the
privacy of any individuals involved. All employees must treat as confidential any
information communicated to them in connection with an investigation or disciplinary
matter.
You, and anyone accompanying you (including witnesses), must not make electronic
recordings of any meetings or hearings conducted under this procedure.
You will normally be told the names of any witnesses whose evidence is relevant to
disciplinary proceedings against you, unless we believe that a witness's identity
should remain confidential.
Investigations
The purpose of an investigation is for us to establish a fair and balanced view of the
facts relating to any disciplinary allegations against you, before deciding whether to
proceed with a disciplinary hearing. The amount of investigation required will depend
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on the nature of the allegations and will vary from case to case. It may involve
interviewing and taking statements from you and any witnesses, and/or reviewing
relevant documents.
Investigative interviews are solely for the purpose of fact-finding and no decision on
disciplinary will be taken until after a disciplinary hearing has been held. To ensure a
just process, the Investigating Officer (an appointed manager/head teacher or senior
leader or HR) and Chair of any related disciplinary hearing (an appointed manager or
Director) will be different wherever possible.
You do not normally have the right to bring a companion to an investigative interview.
However, we may allow you to bring a companion if it helps you to overcome any
disability, or any difficulty in understanding English.
If you are permitted to bring someone with you such as a trade union representative
or colleague, they will be in attendance as a companion and not a representative and
are therefore not able to make representations on your behalf. Attendance of a
representative will not delay an investigatory meeting taking place.
You must co-operate fully and promptly in any investigation. This will include informing
us of the names of any relevant witnesses, disclosing any relevant documents to us
and attending investigative interviews if required.
Where the conduct issue is in relation to a safeguarding concern any internal
investigation may be delayed if external agencies are involved. We will ensure that
any employee involved in such allegations will be fully informed at all stages.
In terms of the information you will be given at this stage, you can expect to be fully
informed of the allegations, these may change as the case proceeds but you may not
be given full documented information at this stage. You will be given enough to enable
you to provide your side of events. If the matter proceeds to a disciplinary hearing you
will be given access to all the relevant information.
Criminal charges
Where your conduct is the subject of a criminal investigation, charge or conviction we
will investigate the facts before deciding whether to take formal disciplinary action.
We will not usually wait for the outcome of any prosecution before deciding what
action, if any, to take. Where you are unable or have been advised not to attend a
disciplinary hearing or say anything about a pending criminal matter, we may have to
take a decision based on the available evidence.
A criminal investigation, charge or conviction relating to conduct outside work may be
treated as a disciplinary matter if we consider that it is relevant to your employment.
Suspension
In some circumstances we may need to suspend you from work. The suspension will
be for no longer than is necessary to investigate the allegations and we will confirm
the arrangements to you in writing.
Procedure
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It is intended that this procedure is followed sequentially but in certain circumstances
it may not be appropriate. These situations will be fully discussed with you.
Preliminary Investigation
Depending on the nature of the allegations a preliminary investigation may not be
necessary and it may be decided that it is appropriate to proceed straight to a formal
investigatory meeting (Stage 2).
The investigating officer/person immediately aware of the conduct issue will meet with
you to inform you of the allegations and to understand your initial response and to
explain the procedure.
It may be that further evidence is required and the officer will meet with witnesses or
gather data relating to the allegations.
This is a difficult time for anyone involved and, whilst there is no statutory right to have
a representative present at this stage, consideration will be given to you having some
support available as long as it doesn’t delay the meeting taking place. This is not
designed to be a meeting that catches anyone out, it is purely to get your initial
response to the allegations such that your line manager can make a decision on the
next steps.
Following this meeting you can make contact with your union representative to inform
them of the situation.
In an investigatory meeting, the investigating officer will explain why you are there, the
purpose and process of the meeting and what the complaint is. The main purpose of
the interviews is to hear the views of all parties and to listen carefully to what is being
said and to check and clarify the facts.
If at any point you need to pause the meeting to collect your thoughts or discuss
anything with your companion, you may ask for a short adjournment.
At the end of the meeting the investigating officer will confirm the next steps. Notes of
the meeting will be taken and a copy provided.
The investigation officer will then consider all of the information gathered and the
responses provided to determine the next course of action.
Possible outcomes
Possible outcomes of this investigation include:
 not taking any further action, particularly if the allegations are malicious;
 proceeding to a formal investigatory meeting;
 suspension
Formal Investigation
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Written notification of a formal investigatory meeting will be sent to you giving 5
working days’ notice and will inform you of the nature of the allegations/investigation.
There is no statutory right to be represented at this stage however, should you wish to
be accompanied, every effort will be made to allow this to happen without causing
delay to the procedure. The role of a companion in this meeting will be to support you.
They will not be allowed to make representations.
You will be told exactly what is being alleged, given the opportunity to respond and be
advised that the matter may result in a formal disciplinary hearing.
Frustration of the disciplinary procedure
Other procedures must not be used to frustrate the action already being taken under
these disciplinary procedures, for example, by raising a grievance or claiming
harassment. However, there may be circumstances where there are grounds to
support a belief that other procedures are relevant to disciplinary procedures.
In such cases, you should specify the grounds for your complaint so that the matter
can be urgently investigated. This does not necessarily mean that the original
procedures need to be suspended or implementation delayed pending the outcome of
the investigation.
Possible outcomes
The investigating officer will consider a number of issues before deciding what action
to take. It may be that counselling may achieve the desired outcome without recourse
to the formal procedures. The investigating officer will consider: 








any circumstances outside of your control which may have been a
contributory factor
personal difficulties or health issues which may have affected your
judgement and/or behaviour
lack of clear procedures, policies or guidance, support and supervision
which may have contributed to the situation
your level of responsibility and/or experience
capability issues which need to be addressed separately
whether the misconduct represents an isolated incident or follows incidents
which have previously been addressed
the level of seriousness of the offence
any other mitigating circumstances relevant to the situation.

Option 1: Counselling
Counselling should also be seen as constructive and helpful and as a means of
rectifying unacceptable conduct, other support mechanisms may be implemented as
appropriate e.g. a programme of professional support and training, mentoring, referral
to occupational health and/or counselling service etc.
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A counselling meeting will be arranged at which you may want to be accompanied
and a record of the counselling interview and outcome should be kept on your file
along with details of any support and guidance given.
Option 2: Formal Disciplinary Action
If the facts of the investigation indicate that, on the balance of probabilities, there is a
reasonable suspicion amounting to a belief in the guilt of the employee of the alleged
complaint, and there are reasonable grounds for that belief, then formal disciplinary
action should be taken.
The investigation and disciplinary hearing does not need to establish guilt on the basis
of “beyond reasonable doubt” but on “the balance of probabilities”.
Where the conduct of a Head Teacher is under consideration, the chair of the
governing body, FHT SLT member or CEO of the FHT will hear the case.
Disciplinary action against a Trade Union Official
If you are a trade union representative, whilst normal disciplinary procedures apply, no
disciplinary action will be taken following the investigation until the circumstances of
the case have been discussed confidentially, and with your knowledge, with a senior
trade union representative or a full-time officer of the trade union.
Notification of a hearing
Following any investigation, if we consider there are grounds for disciplinary action,
you will be invited to attend a disciplinary hearing. We will inform you in writing of the
allegations against you, the basis for those allegations, and what the likely range of
consequences will be if we decide after the hearing that the allegations are true. We
will also include the following where appropriate:
(a)

a summary of relevant information gathered during the investigation;

(b)

a copy of any relevant documents which will be used at the disciplinary
hearing; and

(c)

a copy of any relevant witness statements, except where a witness's identity
is to be kept confidential, in which case we will give you as much
information as possible while maintaining confidentiality.

We will give you written notice of the date, time and place of the disciplinary hearing.
The hearing will be held as soon as reasonably practicable, but you will be given a
reasonable amount of time, usually between 5-10 working days, to prepare your case
based on the information we have given you.
The right to be accompanied
You have the right to be accompanied.
Procedure at disciplinary hearings
If you or your companion cannot attend the hearing you should inform us immediately
and we will arrange an alternative time within 5 days of the original date. You should
41

provide a suitable date within this time frame. You must make every effort to attend
the hearing. If you don’t attend without good reason, or are persistently unable to do
so (for example for health reasons), we may have to take a decision in your absence
based on the available evidence. You will of course be given the opportunity to
provide written representation.
The hearing will be chaired by an appointed manager, governor or CEO of the FHT.
The Investigating Officer will also be present.
At the disciplinary hearing we will go through the allegations against you and the
evidence that has been gathered. You will be able to respond and present any
evidence of your own. Your companion may make representations to us and ask
questions, but should not answer questions on your behalf. You may confer privately
with your companion at any time during the hearing.
You may ask relevant witnesses to appear at the hearing, provided you give us
sufficient advance notice to arrange their attendance. You will be given the opportunity
to respond to any information given by a witness. However, you will not normally be
permitted to cross-examine witnesses unless, in exceptional circumstances, we
decide that a fair hearing could not be held otherwise. Witnesses do not have to
attend if they do not wish.
We may adjourn the disciplinary hearing if we need to carry out any further
investigations such as re-interviewing witnesses in the light of any new points you
have raised at the hearing. These new investigations will either be conducted by the
original Investigating Officer or a newly appointed Officer. The manager appointed to
conduct the disciplinary hearing will not be involved in any additional investigation.
You will be given a reasonable opportunity to consider any new information obtained
before the hearing is reconvened.
We will inform you in writing of our decision and our reasons for it, usually within 5
working days of the conclusion of the disciplinary hearing(s).
Disciplinary Outcomes
The usual outcomes for misconduct are set out below and should not be imposed
without a hearing. We aim to treat all employees fairly and consistently, outcomes for
another employee for similar misconduct will usually be taken into account but should
not be treated as a precedent. Each case will be assessed on its own merits.
First written warning
A first written warning will usually be appropriate for a first act of misconduct where
there are no other active written warnings on your disciplinary record.
Final written warning
A final written warning will usually be appropriate for:
(a)

misconduct where there is already an active written warning on your record;
or
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(b)

misconduct (new or otherwise) that we consider sufficiently serious to
warrant a final written warning even though there are no other active
warnings on your record.

Dismissal
Dismissal will usually only be appropriate for:
(a)

any misconduct during your probationary period (no previous warnings
required);

(b)

further misconduct where there is an active final written warning on your
record; or

(c)

any gross misconduct regardless of whether there are active warnings on
your record. Gross misconduct will usually result in immediate dismissal
without notice or payment in lieu of notice (summary dismissal). Examples
of gross misconduct are set out in our Disciplinary policy, which are
contained in this document.

(d)

A number of offenses that cumulatively added they would ordinarily result in
dismissal. For example, if there are 3 allegations each justifying a written
warning, dismissal may be considered appropriate in this circumstance.

If you are appealing against dismissal, the date on which dismissal takes effect will
not be delayed pending the outcome of the appeal. However, if your appeal is
successful you will be reinstated with no loss of continuity or pay.
Alternatives to dismissal (considered on a case-by-case basis)
In some cases, we may, at our discretion, consider alternatives to dismissal. These
may be authorised by the head teacher, chair of governors or the CEO of the FHT,
and will usually be accompanied by a final written warning. Examples include:
(a)

Demotion;

(b)

Transfer to another school within the MAT, or job;

(c)

A period of suspension without pay;

(d)

Reduction in pay;

(e)

Loss of future pay increment;

Appeals against disciplinary action
You have the right to appeal.
Referrals
In cases of serious misconduct, we are required to notify the Teaching Regulation
Agency where disciplinary procedures have led to a teacher being dismissed or where
a teacher has resigned in order to avoid such a dismissal. They will review the case
and make a decision on whether there is a case to answer. If they believe there is,
they will inform you in writing.
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10 Allegations of child abuse against employees
It may be that your place of work has this policy as a separate document that you are
asked to sign to say that you have read and understood your responsibilities in
reporting such allegations. Both policies will be the same.
The definitions of child abuse are contained within the Nottinghamshire Safeguarding
Children Board (NSCB) Procedures, a copy of which should be in school.
Allegations should be discussed with the LADO, a result of which might be a strategy
meeting involving the police, social care and other relevant agencies, or that the
allegations do not meet the threshold and therefore can be dealt with using the
disciplinary procedure.
Where the Head Teacher or an employee from the central team is accused, the
governing body or CEO will manage the procedures.
Local child protection procedures should also be implemented for any allegations
against volunteers, governors and other adults involved with but not employed by the
school as well as for allegations against third parties with no involvement in the
school.
These guidelines are designed to be consistent with principles of natural justice for all
concerned.
Because of your daily contact with children in a variety of situations, you are
particularly vulnerable to accusations of abuse.
You need to ensure your conduct and behaviour with children and young people is
appropriate and to take all reasonable steps to minimise the risk of your actions being
construed as illegal or professionally inappropriate.
It is recognised that the nature of relationships between employees and pupils may
lead to allegations being made such allegations may be false, malicious or misplaced
and may be either deliberate or innocent of such intent. The allegations may also be
true. It is essential, therefore, that everyone involved maintains an open mind in
dealing with such allegations. Every effort should be made by all parties to resolve
cases as quickly as possible consistent with the need for a fair and thorough
examination of the allegations.
The DFE has established indicative timescales for the management of such cases in
order to avoid unnecessary delays at any stage of the processes. These
recommendations are shown in the procedures detailed below. However, it is
recognised that the time taken to resolve such cases will depend on such factors as
the complexity and seriousness of the case, the availability of key witnesses, holiday
periods etc.
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We will ensure that if you are the subject of the allegations, you are kept informed of
the progress of the case and offered appropriate support. In some circumstances the
police and / or social care services may require information to be withheld if it could
prejudice their enquiries.
Support will need to be considered for the child or children making the allegations and
their parents. Consideration will also need to be given as to what support may be
needed for others at the school, both employees and parents, according to the
circumstances of the case.
First Response - How to respond to an allegation
If you witness abusive behaviour by another employee or receive such a complaint
from a parent, child, governor, colleague or other person you have a duty to respond
appropriately and in line with these procedures.
Complaints made against the head teacher will be managed by the CEO of FHT
and/or chair of governors or other relevant person.
Listen – If a child reports to you that they have been abused by another employee,
they must be listened to.
Keep an open mind - It is often difficult to believe that a colleague may have
behaved in the manner alleged. You must therefore keep an open mind regarding the
circumstances of the allegation.
It is essential that you follow this guidance when dealing with such an allegation,
particularly if made directly by a child:










The child should be listened to but not interviewed or asked to repeat their
account.
Avoid asking direct questions, particularly leading questions wherever possible.
The child should not be interrupted when recalling significant events.
All information should be noted carefully. As far as possible details such as timing,
setting, who was present and what was said should be recorded in the child's own
words and be as near verbatim as possible.
The listener must take care not to make assumptions about what the child is
saying or to make interpretations.
The adult must, on no account, offer suggestions or alternative explanations for
the child's concerns.
A written record of the allegations should be signed and dated by the person who
received them as soon as possible.
All subsequent actions must be recorded in writing.

Don’t make promises - No promises of confidentiality should be made to pupils
who make allegations. Instead, the child should be encouraged to agree that the
matter must be taken further in the knowledge of what this may involve. Whilst
acknowledging the need to create an environment conducive to speaking freely, it
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should be made clear to the child that in all cases you have a duty to pass on what the
child has told you to ensure the protection of child(ren).
The child should be assured that the matter will only be disclosed to those people who
need to know about it. Support may need to be offered by the school, FHT, LA or the
appropriate agency.
Consideration must be given at this point as to whether the allegation may be
malicious. If it is obvious that the incident could not have taken place or it is
reasonable to suspect that the allegation is malicious then further advice should be
sought before making any decisions.
Write it down - A written dated record of the allegations must be made as soon as
possible, but certainly within 24 hours. If, however, a decision is made to take no
further action, a written record of this should be made including the reason for the
decision.
Report it immediately - to the head teacher (or the nominated governor or CEO of
the FHT where the allegation is against the head teacher).
The head teacher/nominated governor/CEO must:
 Inform the LA Designated Officer (LADO).
 Obtain details of the allegation in writing, signed and dated by the person
who receives the allegation (not from the child who made or is the subject
of the allegation) and countersigned by the head teacher or nominated
governor.
 Record any information about times, dates, locations and names of
potential witnesses.
Initial assessment
At this stage the head teacher (or nominated governor) will urgently consider whether
there is sufficient substance in the allegation (anonymous or otherwise) to warrant
further action.
They will seek advice from the LADO or the local Children’s Social Care duty team. A
joint agency strategy discussion between the school, the LADO, Social Care, HR and
police may be instigated at this stage to determine the appropriate action to be taken.
Even in cases where it does not appear that the child has suffered significant harm it
is important to act quickly. It is also important to recognise the distinction between
establishing whether an allegation warrants further investigation and deciding whether
or not an allegation is well founded.
The IRSC document “Definitions and Thresholds for managing allegations against
Education staff” provides further detailed guidance on these issues.
If a child makes an allegation that is considered to be a potential criminal act within
the scope of the child protection legislation or indicates that they have suffered, are
suffering or are likely to suffer significant harm, the head teacher (or designated
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governor) will refer the matter immediately in line with the local child protection
procedures. This will either be via direct contact with police or children’s social care
officers, or the LADO or their representative. If there is any doubt about this, advice
must be sought immediately from the relevant LA team (see above).
Allegations that do not warrant referral
It is recognised that in some circumstances the allegations will not warrant referral
under NSCB procedures. For example:



Where the allegation clearly relates to the use of reasonable force to
restrain a pupil in accordance with current guidance and legislation
Where, following initial consideration by both the head teacher and the LA
designated officer, it is absolutely clear that the allegation is demonstrably
false

Allegations that warrant further investigation and/or referral
If, after the initial assessment by the LADO and the head teacher (or, where the
allegation is against the head teacher, the nominated governor/ CEO of FHT)
concludes that the allegation warrants investigation, there will be either:
 a referral to one or more of the agencies with statutory responsibilities to make
enquiries; or
 an investigation under the school’s disciplinary procedures where the school
and LADO are wholly satisfied that the child or children is/are not at risk of
significant harm or that a potential crime has not been committed.
Outcomes of Initial Assessment
Following the initial assessment, a decision must be taken regarding appropriate
courses of action. There are four possible outcomes: a) Where the pupil has suffered, is suffering or is likely to suffer significant
harm, there should be an immediate referral to children’s social care under the
local child protection procedures.
b) Where the child has alleged that a criminal offence has been committed
within the scope of child protection legislation, a referral to children’s social
care under local child protection procedures will be necessary. The police may
then decide to carry out a criminal investigation.
c) Where it is considered that the allegation was prompted by inappropriate
behaviour or bad practice by the employee which does not fall into either of
the above categories, it should be dealt with under the school’s disciplinary
procedure. In such cases the DFE recommends that, if a disciplinary hearing is
required and can be held without further investigation, it should be held within
15 working days. However, the arrangements will also need to comply with the
timescales set out in the school’s disciplinary procedures
d) Where it has been demonstrated that the allegation is without foundation
consideration must be given as to what other appropriate action needs to be
taken. In such cases, the DFE recommends that the head teacher should take
any such appropriate action within 3 working days.

47

Referral to Children’s Social Care and / or Police
If the initial assessment concludes that a child may have suffered or is at risk of
significant harm and/or in need of protection, there should be an immediate referral to
the Children’s Social Care Area Office in accordance with the agreed procedures
established by the NSCB.
Where allegations of abuse are referred to Children’s Social Care or the police,
subsequent action by all of the agencies involved will be in accordance with the local
child protection procedures. This means that any preliminary action to establish the
nature of the allegation and to assist consideration of whether it should be
investigated should be undertaken in such a way that it does not prejudice any
subsequent action. There must then be no interference with evidence and, in
particular, no employees or governors should attempt to interview children about
these matters. The sections “First Response”- and “Investigative Procedures”- give
specific guidance on listening to and interviewing children in these circumstances.
In some cases, the police may wish to interview you before any approach is made by
the head teacher / designated person (or nominated governor in cases where
allegations involve the head teacher). The police may need to act independently,
particularly where the alleged offence does not arise from the individual’s professional
duties in the school. Police Officers should be given every assistance with their
enquiries and, in the interest of the individual and the school, confidentiality must be
maintained. The employee concerned should be advised and given every opportunity
to contact their recognised trade union who will arrange for the appropriate support to
be available.
When police are involved, formal interviews with children should not normally take
place on school premises but, where necessary, provision should be made for these
to be held in the presence of an employee of the child’s own choosing, if appropriate.
It would be expected that appointments should be made for such interviews to take
place at reasonable times.
The police or the joint agency strategy discussion may decide that the investigation
would be hindered by an approach to other parties at an early stage. In such cases,
the head teacher, in consultation with the LA teams, must ensure there is no objection
by the police before contacting any of the parties involved. Subject to there being no
objection, the head teacher (or nominated governor and CEO of the FHT in cases
involving allegations against the head teacher) should: (a)
(b)
(c)

(d)

inform the child, children or parent making the allegation about the referral and
explain the likely course of action.
ensure that the parents of the child who is the alleged victim have been
informed of the facts of the allegation and of the likely course of action.
inform the employee against whom the allegation is made, explain the likely
course of action and strongly advise them that they should urgently contact
their recognised trade union.
inform the chair of governors/nominated governor of the school (and the FHT
in line with identified reporting procedures).

48

Where the police object to action being taken as outlined in (a) – (d) above, the head
teacher/nominated governor (and the CEO of FHT in the case of head teachers) and
the LA should be informed accordingly and arrangements made to keep him/her
informed as to when these notifications may take place or have taken place. A written
record of the action taken under this section should be made by the head teacher (or
nominated governor).
Managing Communications
Parents and carers of any children directly involved should also be kept informed
about the allegation and the progress of any subsequent procedures. They are also
entitled to be told the outcome of any internal disciplinary hearing.
Every effort should be made to maintain confidentiality while an allegation is being
considered or is under investigation. Any briefings to employees and governors
should emphasise the need to avoid breaches of confidentiality and media coverage.
Employees have the protection of the Human Rights Act 2000 in relation to their
privacy regarding such allegations.
Suspension
You will not automatically be suspended, however, in the case of an immediate
referral to children’s social care, immediate suspension may be necessary.
Circumstances which would normally warrant suspension include:
a)
where there is evidence that a child or children continue to be at risk
and no other action can be taken to minimise this risk
b)
where the allegations are so serious that they constitute gross
misconduct and there is sufficient evidence to suggest that the
allegations may be true
c)
where it is necessary to allow the conduct of the child protection
enquiries/investigation to proceed unimpeded
d)
where a police investigation is being undertaken and the police have
indicated that suspension would be appropriate
e)
to protect your interests
Preliminary investigation
You will be invited to attend a meeting at which you may bring a companion. The aim
of the meeting is to get your initial response to any allegations.
If, as a result of a strategy meeting, the police are conducting a criminal investigation
relating to the case, the school won’t arrange this meeting without prior consultation
with the officer in charge of the case.
Any statements made to the police in the course of their investigation by people who
are potential witnesses in any internal disciplinary proceedings, including statements
made by the complainant and the employee, will be made available to the local
authority and school on request.
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If a police investigation is being conducted, this must take precedence and the school
investigation held in abeyance pending the outcome.
Formal Investigations
There are three possible types of investigation which may result from such
allegations:
a)
an enquiry conducted by Children’s Social Care under local NSCB
procedures.
b)
related police investigations into possible criminal offences.
c)
an internal investigation under the school's agreed disciplinary procedures.
Before a decision is taken about whether any enquiries will be undertaken by the
police and/or Children’s Social Care, a multi-agency strategy meeting will be held in
accordance with the NSCB Procedures. This will usually involve the head teacher (or
nominated governor where the allegation is against the head teacher), the LA’s
designated officer (or their representative), as well as officers from social care, HR
and the police. Other agencies such as health may also be represented as
appropriate to the case. The strategy meeting will be convened by Children’s Social
Care in line with Section 47 of the Children Act 1989.
The purpose of the strategy meeting is to share all available information about the
allegation and the alleged victim(s) and perpetrator(s) and to plan what action, if any,
needs to be taken and by whom. In particular, the meeting will consider:








whether an enquiry or investigation needs to be conducted,
the type of enquiries or investigation to be conducted and by whom
how such an enquiry or investigation will be conducted and the timeline
whether any other children are likely to have been at risk in the light of the
allegation
the implications for the employee and the child involved
whether it may be necessary to review any previous allegations made
against the employee
any appropriate action to be taken by the school in relation to the
employee e.g. whether suspension is necessary, levels of information and
support to be offered by the employer, whether or not any internal
investigation should be conducted

Internal Investigations
Conducting the investigation
See Disciplinary Procedure for guidance on managing an investigation and what to
expect if you are the person being investigated.
Timescales
The government state that:
 the investigating officer should aim to produce a report within 10 working
days.
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On receipt of the report, the head teacher / chair of governors (or in the case
of the head teacher the CEO of FHT) should consult the LADO within 2
working days to make a decision as to whether a disciplinary hearing should
be held.
If a disciplinary hearing is warranted, the government further recommends that
this should be held within 15 working days of that decision. The LADO is
required to monitor the progress of the investigation.

However, the timescales will also need to take account of the requirements of the
school disciplinary procedures regarding the sharing of papers and the minimum 10
working days’ notice of a disciplinary hearing.
Subsequent Action
Once all the appropriate people have been interviewed and all the relevant issues have
been explored, the investigation is complete. The details obtained and the statements
taken should then be compiled into a report and discussed with the LA Designated
Officer and/or HR. Consideration will again be given as to whether there are matters
which should be referred under school disciplinary procedures, local child protection
procedures or to the police and whether suspension is appropriate. If there is such a
referral, further proceedings at school level should be held in abeyance.
In conducting an internal disciplinary investigation, the head teacher will need to
balance the welfare of the accused employee and the interests of the investigation,
bearing in mind the need to minimise the degree of stress caused to anyone who may
be wrongly accused.
Outcome of internal investigations
There are two potential outcomes of the investigation:


Disciplinary action
If the outcome of the investigation is a decision that disciplinary action is
needed, any further action should then be in line with the usual disciplinary
procedures. (See Disciplinary Procedures)



Allegation is without foundation
In cases where the head teacher, in consultation with the LA Designated
Officer and other appropriate agencies, believes that the allegation is without
foundation, the following courses of action will need to be considered:
a)
whether the child might have been abused by someone else and
whether a referral should, therefore, be made under the local child
protection procedures to assess the situation;
b)
arrange a meeting to inform the accused employee of the allegation
and the fact that no further action is to be taken under disciplinary or
child protection procedures. This should be confirmed in writing. The
employee may be accompanied by a trade union representative or
friend;
c)
whether counselling and/or informal professional advice to the
employee is appropriate and the form either might take;
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d)
e)

f)
g)

h)

11.

inform the parents of the child or children of the decision not to take any
further action;
consider appropriate counselling and support for the child or children
who made the allegation(s) and, where appropriate, their parents. In
particular, take into account a child's individual needs where a false or
malicious allegation has been made. Support and advice regarding
appropriate action must be sought from the LADO, Children’s Social
Care and EPS in these circumstances;
prepare a confidential report embodying a) to e) above and giving
reasons for the conclusion that the allegation is without foundation;
consider any other appropriate action in relation to the child concerned.
Advice should be sought, where appropriate, from the LA, e.g. EWS,
EPS.
if you have been suspended it should be lifted immediately, confirmed
in writing and the Trust and chair of governors informed accordingly.
The head teacher should then arrange to meet with you to discuss
arrangements for their return to work. Informal counselling, appropriate
support and training may be offered as appropriate in order to rebuild
your confidence and address any issues affecting other employees.

Grievance Procedure
It is our policy to ensure that you all have access to a procedure to help deal with any
grievances relating to your employment fairly and without unreasonable delay. We
aim to investigate any formal grievance you raise, hold a meeting to discuss it with
you, inform you in writing of the outcome, and give you a right of appeal if you are not
satisfied.
Issues that may cause grievances include:
(a)

terms and conditions of employment;

(b)

health and safety;

(c)

work relations;

(d)

bullying and harassment;

(e)

new working practices;

(f)

working environment;

(g)

organisational change; and

(h)

discrimination.

If you have difficulty at any stage of the Grievance Procedure because of a disability
or because English is not your first language, you should discuss the situation with
your line manager as soon as possible.
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This Grievance Procedure should not be used to complain about dismissal, capability
or disciplinary action. If you are dissatisfied with any disciplinary or capability action,
you should submit an appeal under the appropriate procedure in this document.
We have a separate Anti-Harassment and Bullying Policy that may be useful if you
believe that you have been the victim of bullying or harassment or wish to report an
incident of bullying or harassment involving other people. It is set out in this document.
We operate a separate Whistleblowing Policy to enable employees to report illegal
activities, wrongdoing or malpractice. However, where you are directly affected by the
matter in question, or where you feel you have been victimised for an act of
whistleblowing, you may raise the matter under this Grievance Procedure.
Written grievances will be placed on your personnel file along with a record of any
decisions taken and any notes or other documents compiled during the grievance
process. These will be processed in accordance with our Data Protection Policy.
If untrue and malicious grievances are put forward in bad faith against a colleague or
manager, then this may be considered as gross misconduct and may be subject to the
Disciplinary Procedure.
Raising grievances informally
Most grievances can be resolved quickly and informally through discussion with your
line manager. If you feel unable to speak to your line manager, for example, because
the complaint concerns him or her, then you should speak informally to Chair of
Governors or relevant member of the FHT SLT. If this does not resolve the issue, you
should follow the formal procedure below.
Formal written grievances
If your grievance cannot be resolved informally you should put it in writing and submit
it to your line manager, indicating that it is a formal grievance. If the grievance
concerns him or her, you may submit it instead to the head teacher, chair of governors
or relevant member of the FHT SLT.
The written grievance should contain a brief description of the nature of your
complaint, including any relevant facts, dates, and names of individuals involved and
any resolution you are seeking (and supporting evidence). In some situations, we may
need to ask you to provide further information.
Investigations
In some cases, it may be necessary for us to carry out an investigation into your
grievance. The amount of any investigation required will depend on the nature of the
allegations and will vary from case to case. It may involve interviewing and taking
statements from you and any witnesses, and/or reviewing relevant documents.
The investigation may be carried out by an appropriate person.
Any matters relating to the conduct of a head teacher will be directed to the chair of
governors or CEO of the FHT for investigation and action.
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You must co-operate fully and promptly in any investigation. This may include
informing us of the names of any relevant witnesses, disclosing any relevant
documents to us and attending interviews, as part of our investigation.
We may initiate an investigation before holding a grievance meeting where we
consider this appropriate. In other cases, we may hold a grievance meeting before
deciding what investigation (if any) to carry out. In those cases, we will hold a further
grievance meeting with you after our investigation and before we reach a decision.
Right to be accompanied
You have the right to be accompanied throughout the grievance process.
Grievance meetings
We will arrange a grievance meeting, normally within 15 working days of receiving
your written grievance. You will normally be given 5-10 working days’ notice of any
meeting.
You and your companion (if any) should make every effort to attend grievance
meetings. If you or your companion cannot attend at the time specified, you should
inform us immediately and we will try, within reason, to agree an alternative time.
The purpose of a grievance meeting is to enable you to explain your grievance and
how you think it should be resolved, and to assist us to reach a decision based on the
available evidence and the representations you have made.
After an initial grievance meeting we may carry out further investigations and hold
further grievance meetings as we consider appropriate. Such meetings will be
arranged without unreasonable delay.
Your companion at a grievance meeting may make representations to us and ask
questions, but should not answer questions on your behalf. You may confer privately
with your companion at any time during the meeting.
We will write to you, usually within 5 working days of the final grievance meeting, to
inform you of the outcome of your grievance and any further action that we intend to
take to resolve the grievance. We will also remind you of your right of appeal.
Appeals
You have the right to appeal the outcome. A meeting will normally be arranged within
25 working days of receiving your written appeal. This will be dealt with impartially by
an appropriate person.

12.

Whistleblowing Policy
We are committed to conducting our service provision with honesty and integrity, and
we expect you all to maintain high standards. However, all organisations face the risk
of things going wrong from time to time, or of unknowingly harbouring illegal or
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unethical conduct. A culture of openness and accountability is essential in order to
prevent such situations occurring or to address them when they do occur.
The aims of this policy are:
(a)

To encourage you 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;

(b)

To provide you with guidance as to how to raise those concerns;

(c)

To reassure you that you should be able to raise genuine concerns in good
faith without fear of reprisals, even if they turn out to be mistaken.

This policy takes account of the Whistleblowing Arrangements Code of Practice
issued by the British Standards Institute and Public Concern at Work.
What is whistleblowing?
Whistleblowing is the disclosure of information which relates to suspected wrongdoing
or dangers at work. This may include:
(a)

criminal activity;

(b)

miscarriages of justice;

(c)

danger to health and safety;

(d)

damage to the environment;

(e)

failure to comply with any legal or professional obligation or regulatory
requirements;

(f)

financial fraud or mismanagement;

(g)

negligence;

(h)

breach of our internal policies and procedures;

(i)

conduct likely to damage our reputation;

(j)

unauthorised disclosure of confidential information;

(k)

the deliberate concealment of any of the above matters.

(l)

something that makes you feel uncomfortable in terms of known standards;

(m)

something not in keeping with the school’s regulations and policies;

(n)

something that falls below established standards of practice; or

(o)

improper behaviour

A whistleblower is a person who raises a genuine concern in good faith relating to
any of the above. If you have any genuine concerns related to suspected wrongdoing
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or danger affecting any of our activities (a whistleblowing concern) you should
report it under this policy.
This policy should not be used for complaints relating to your own personal
circumstances, such as the way you have been treated at work. In those cases, you
should use the Grievance Procedure or Anti-Harassment and Bullying Policy as
appropriate.
If you are uncertain whether something is within the scope of this policy, you should
seek advice from the Whistleblowing Officer.
Raising a whistleblowing concern
We hope that in many cases you will be able to raise any concerns with your line
manager. You may tell them in person or put the matter in writing if you prefer. They
may be able to agree a way of resolving your concern quickly and effectively. In some
cases, they may refer the matter to the Whistleblowing Officer (contact details are set
out at the end of this policy).
However, where the matter is more serious, or you feel that your line manager has not
addressed your concern, or you prefer not to raise it with them for any reason, you
should contact the Whistleblowing Officer directly.
We will arrange a meeting with you as soon as possible to discuss your concern. You
may bring a colleague or union representative to any meetings under this policy. Your
companion must respect the confidentiality of your disclosure and any subsequent
investigation.
We will take down a written summary of your concern and provide you with a copy
after the meeting. We will also aim to give you an indication of how we propose to
deal with the matter.
Confidentiality
We hope that you will feel able to voice whistleblowing concerns openly under this
policy. However, if you want to raise your concern confidentially, we will make every
effort to keep your identity secret. If it is necessary for anyone investigating your
concern to know your identity, we will discuss this with you.
If you are in any doubt you can seek advice from Public Concern at Work, the
independent whistleblowing charity, who offer a confidential helpline. Their contact
details are at the end of this policy.
External disclosures
The aim of this policy is to provide an internal mechanism for reporting, investigating
and remedying any wrongdoing in the workplace. In most cases you should not find it
necessary to alert anyone externally.
The law recognises that in some circumstances it may be appropriate for you to report
your concerns to an external body such as a regulator. It will very rarely if ever be
appropriate to alert the media. We strongly encourage you to seek advice before
reporting a concern to anyone external. The independent whistleblowing charity,
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Public Concern at Work, operates a confidential helpline. They also have a list of
prescribed regulators for reporting certain types of concern. Their contact details are
at the end of this policy.
Whistleblowing concerns usually relate to the conduct of our employees, but they may
sometimes relate to the actions of a third party, such as a customer, supplier or
service provider. The law allows you to raise a concern in good faith with a third party,
where you reasonably believe it relates mainly to their actions or something that is
legally their responsibility. However, we encourage you to report such concerns
internally first. You should contact your line manager, head teacher or CEO of the
FHT, or one of the other individuals set out below for guidance.
Investigation and outcome
Once you have raised a concern, we will carry out an initial assessment to determine
the scope of any investigation. We will inform you of the outcome of our assessment.
You may be required to attend additional meetings in order to provide further
information.
In some cases, we may appoint an investigator or team of investigators including
employees with relevant experience of investigations or specialist knowledge of the
subject matter. The investigator(s) may make recommendations for change to enable
us to minimise the risk of future wrongdoing.
We will aim to keep you informed of the progress of the investigation and its likely
timescale. However, sometimes the need for confidentiality may prevent us giving you
specific details of the investigation or any disciplinary action taken as a result. You
should treat any information about the investigation as confidential.
If we conclude that a whistleblower has made false allegations maliciously, in bad
faith or with a view to personal gain, the whistleblower will be subject to disciplinary
action.
If you are not satisfied
While we cannot always guarantee the outcome you are seeking, we will try to deal
with your concern fairly and in an appropriate way. By using this policy, you can help
us to achieve this.
If you are not happy with the way in which your concern has been handled, you can
raise it with one of the other key contacts below. Alternatively, you may contact the
chair of governors or CEO of the FHT. Contact details are set out at the end of this
policy.
Protection and support for whistleblowers
It is understandable that whistleblowers are sometimes worried about possible
repercussions. We aim to encourage openness and will support staff who raise
genuine concerns in good faith under this policy, even if they turn out to be mistaken.
You should not suffer any detrimental treatment as a result of raising a concern in
good faith. Detrimental treatment includes dismissal, disciplinary action, threats or
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other unfavourable treatment connected with raising a concern. If you believe that you
have suffered any such treatment, you should inform the Whistleblowing Officer
immediately. If the matter is not remedied, you should raise it formally using our
Grievance Procedure.
You must not threaten or retaliate against whistleblowers in any way. Anyone involved
in such conduct will be subject to disciplinary action.
Contacts
Whistleblowing Officer

EMPLOYEE NAME
CONTACT NUMBER
EMAIL ADDRESS

CEO

Chris Wheatley
0115 989 1915
ceo@flyinghightrust.co.uk

Streets Audit LLP
external auditors

Robert Anderson
01522 551200
randerson@streetsweb.co.uk

13.

Public Concern at Work

Helpline: (020) 7404 6609

(Independent
charity)

E-mail: whistle@pcaw.co.uk

whistleblowing

Website: www.pcaw.co.uk

Confidentiality Policy
This Policy should be read in conjunction with the Whistleblowing Policy (see above).
During the course of your employment, you will have access to and be entrusted with
information regarding your school or the FHT, its current and prospective pupils,
parents, carers, suppliers, employees, contractors or consultants and their services,
dealings, practices and affairs, all of which is or may be commercially sensitive or
confidential information.
You will not, except in the proper course of your duties, without the previous consent
of the head teacher or CEO of the FHT make use of, divulge or communicate to any
person, firm or company whatsoever or otherwise make use of any confidential
information concerning the business or finances of your school or the FHT or any
such confidential information concerning current and prospective pupils, parents,
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carers, suppliers, employees, associates or consultants which you knew or ought
reasonably to have known to be confidential which you may have received or obtained
during your employment.
This restriction shall continue to apply after the termination of your employment
without a time limit but shall cease to apply to information ordered to be disclosed by a
court of competent jurisdiction or otherwise required to be disclosed by law.
All documentation, e-mails, folders, programs, notes and memoranda remain the
property of the FHT and shall be returned or surrendered upon termination of your
employment.
You must not at any time make a copy, abstract, précis or summary of the whole or
any part of any document, file or program belonging to the school or FHT except when
required to do so in the course of your employment.
Any statements to reporters from newspapers, radio, television etc. will be given only
by the head teacher, chair of governors, CEO of the FHT or other appointed person,
and any press or media request for information must be referred in the first instance to
your line manager.
14.

Dress Code
We encourage everyone to maintain an appropriate standard of dress and personal
appearance at work and to conduct themselves in a professional manner. The
purpose of our dress code is to establish basic guidelines on appropriate clothing and
appearance at our workplace, so that we:
(a)

promote a positive image and look professional;

(b)

respect religious, racial and gender-specific clothing requirements and
those of employees with disabilities where possible;

(c)

take account of health and safety requirements; and

(d)

help employees decide what clothing it is appropriate to wear to work.

We expect you to take a common sense approach to dress code. Any enquiries
regarding the operation of our dress code (including whether an article of clothing is
suitable to wear to work) should be made to your Line Manager.
Appearance
Whilst at work you represent us with pupils, parents, carers, volunteers and
contractors etc. Your appearance contributes to our reputation.
It is important that you appear clean and smart at all times when at work, particularly
when you may be in contact with pupils, parents, carers, volunteers and contractors
etc. other business contacts or the general public.
All employees are supplied with an identity badge that must be worn and visible at all
times when you are at work.
Religious and cultural dress
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You may wear religious and cultural dress (including clerical collars, head scarves,
skullcaps and turbans) unless it breaches this policy or compromises the health and
safety of yourself, your colleagues or any other person.
Priority is at all times given to health and safety requirements.
Tattoos should only be covered if they could be deemed as offensive or inappropriate.
Piercings should not contravene good health and safety practice.
15.

Health and Safety Policy
We are committed to ensuring the health and safety of our employees and pupils or
anyone affected by our Trust and to providing a safe environment for all those
attending our premises through regular assessments of risks in the workplace.
In particular, we are committed to maintaining safe and healthy working conditions
through control of the health and safety risks arising from our work activities, provision
and maintenance of safe plant and equipment ensuring the safe handling and use of
substances, consulting with you and providing appropriate information, instruction,
training and supervision and taking steps to prevent accidents and cases of workrelated ill health.
Please ask for a copy of the Health and Safety policy for your place of work.

16.

Working Time and Overtime Policy
Your hours of work and overtime rates (if applicable) are stipulated in your Contract of
Employment. You are required to have a responsible attitude towards timekeeping.
You will be expected to be ready to start work at the commencement of your normal
working day. Persistent lateness may lead to disciplinary action which could result in
dismissal.
You should note that we fully endorse and actively support the Working Time
Regulations with regard to the 48-hour maximum working week. This means that you
are not expected, nor are you allowed to work over an average of 48 hours each week
(based on the statutory reference period) unless you agree in writing to do so.
This requirement also includes any work that you carry out for other employers. You
are therefore required to provide us with details of those employers, and the number
of hours you are contracted to work for them on a normal weekly basis. Most
importantly, you must inform your line manager each and every time these normal
weekly hours change in order that we may accurately record your working time.
Should you not wish to be restricted to working a 48-hour maximum working week,
you have the right to opt out of the Regulations. Having opted out, you can at any
time opt back in, after giving 3 months’ notice in writing to the head teacher or CEO of
the FHT.
Overtime working can only be authorised by the head teacher/line manager and must
be agreed in advance. Your entitlement (if any) to payment for overtime, or to time off
in lieu if appropriate, is laid out in your individual Contract of Employment.
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17.

Smoking Policy
We are committed to protecting your health, safety and welfare and that of all those
who work for us by providing a safe place of work and protecting all workers, pupils,
parents, carers, volunteers, and visitors from exposure to smoke.
All of our workplaces are smoke-free and all employees and visitors have a right to a
smoke-free environment.
This policy complies with the Health Act 2006 and associated regulations. We are
committed to a programme of action to make this policy effective and to bring it to the
attention of all employees.
It is against the law to smoke in all enclosed public places, workplaces and in public
and work vehicles used by more than one person.
It is a legal requirement that all smoke free premises and vehicles display appropriate
no smoking signs. Employees found removing or defacing these signs will be
subjected to disciplinary action.
The smoking ban applies to anything that can be smoked and includes, but is not
limited to, cigarettes, electronic cigarettes, pipes (including water pipes such as shisha
and hookah pipes), cigars and herbal cigarettes.
You may only smoke outside in the designated area(s) during your designated breaks.
When smoking outside, you should ensure that you dispose of cigarette butts and
other litter in the receptacles provided. This applies to all employees (both permanent
and temporary), all visitors and contractors.
If you undertake food preparation, handling, or delivery in your role you are prohibited
from smoking whilst wearing company uniform.
Further, you may not smoke in your own vehicle whilst in any of FHT car parks.
We are committed to making this policy effective and to promoting a healthy working
environment. If you experience particular difficulty complying with this policy, you
should discuss your situation with your line manager.
Breaches of the policy
Breaches of this policy will be dealt with under our Disciplinary Procedure and, in
serious cases, may be treated as gross misconduct leading to summary dismissal.
Smoking in smoke-free premises or vehicles is also a criminal offence and may result
in a fixed penalty fine and/or prosecution.
We will not accept liability for any fixed penalty charges/court awarded fines or
prosecutions as a result of your failure to follow the smoke free legislation. Any fines
that are paid by the FHT on your behalf will be deducted from your pay.

18.

Substance Misuse Policy
We are committed to providing a safe, healthy and productive working environment for
all our employees, pupils and visitors. This includes ensuring that all employees are fit
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to carry out their jobs safely and effectively in a working environment which is free
from alcohol and drug misuse.
You are expected to arrive at work fit to carry out their jobs and to be able to perform
their duties safely without any limitations due to the use or after effects of alcohol or
drugs (whether prescribed, over the counter or illegal).
Misuse of alcohol and drugs can lead to reduced levels of attendance, reduced
efficiency and performance, impaired judgement and decision making and increased
health and safety risks, not only for the individual but also for others. Irresponsible
behaviour or the commission of offences resulting from the misuse of alcohol or drugs
may damage our reputation.
We recognise that some of our employees may become dependent on alcohol or
drugs. We also recognise that such dependencies can be successfully treated. We
will not accept employees arriving at work under the influence of alcohol or drugs,
and/or whose ability to work is impaired in any way by reason of the consumption of
alcohol or drugs, or who consume alcohol or take drugs (other than prescription or
over the counter medication, as directed) on our premises.
This policy is principally intended to deal with alcohol and drug problems which, in the
context of this policy are any drinking or taking of drugs, whether intermittent or
continual, which interferes with work performance in relation to attendance, efficiency,
productivity or safety. You will be deemed to be under the influence of alcohol or
drugs where that is the reasonable opinion of a manager.
We need to ensure that:
(a)

you are aware of your responsibilities regarding alcohol and drug misuse
and related problems;

(b)

if you have an alcohol or drug related problem, you are encouraged to seek
help, in confidence, at an early stage;

(c)

if you have an alcohol or drug related problem which is affecting your work,
you are dealt with sympathetically, fairly and consistently.

Managers have an important role to play in identifying problems at work that are being
caused or contributed to by alcohol or drug misuse:
Where there is a deterioration in work performance and/or changes in patterns of
behaviour may be due to alcohol or drug misuse they should seek advice and
assistance from the head teacher or line manager.
If you arrive at work and a manager reasonably believes that you are under the
influence of alcohol or drugs, they shall immediately contact the head teacher or line
manager in order that you can be provided with assistance and an investigation can
be undertaken.
If you believe that you have an alcohol or drug-related problem, you should seek
specialist advice and support as soon as possible.
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If you notice a change in a colleague's pattern of behaviour you should encourage
them to seek assistance through their line manager. If they will not seek help
themselves, you should draw the matter to the attention of your line manager. You
should not attempt to cover up for a colleague whose work or behaviour is suffering as
a result of an alcohol or drug-related problem.
Depending on the level of responsibility and the knowledge and skills considered
necessary for implementing this policy, training may be given in:
(a)

The nature of alcohol and drug problems, their possible causes and effects;

(b)

The impact of alcohol and drug misuse on workplace safety and
performance;

(c)

The assistance that can be provided by outside agencies.

Alcohol and drugs at work
It is a requirement of the FHT that no employee shall:
(a)

Report or endeavour to report for duty, having just consumed alcohol or still
being under the influence of drugs;

(b)

Report for duty in an unfit state due to the use of alcohol or drugs;

(c)

Report for duty using prescription or over-the-counter drugs without prior
clearance/approval;

(d)

Be in possession of drugs of abuse in the workplace;

(e)

Consume alcohol or drugs whilst on duty.

You should not drink alcohol during the normal working day, at lunchtime, at other
official breaks and at official work-based meetings and events. Drinking alcohol during
the normal working day or working under the influence of alcohol may be considered a
disciplinary matter.
We expect you to comply with the drink-driving legislation at all times. Our reputation
will be damaged if you are convicted of a drink-driving offence and, if your job requires
you to drive and you lose your licence, you may be unable to continue to do your job.
Committing a drink-driving offence outside or during working hours or while working
for us may lead to disciplinary action and could result in dismissal in accordance with
our Disciplinary Procedure.
If you are prescribed medication you must seek advice from your doctor or pharmacist
about the possible effect on your ability to carry out your job and whether your duties
should be modified or you should be temporarily reassigned to a different role. If so,
you must tell your line manager without delay.
Searches
We reserve the right to conduct searches for alcohol or drugs, including, but not
limited to, searches of lockers, filing cabinets and desks and packages sent to our
address.
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Any alcohol or drugs found as a result of a search will be confiscated.
Management of suspected substance misuse
If you arrive for work and are deemed to be under the influence of alcohol or drugs
misuse your line manager may send you home, for which payment will not be made.
In addition, we reserve the right to suspend you from work, for which payment will not
be made.
If your line manager has reason to believe that you are suffering the effects of alcohol
or drugs misuse, for example, due to a deterioration in your work or behaviour, they
will invite you to an investigatory interview. The purpose of the interview is to discuss
the reason for the investigation and seek your views on, for example, the deterioration
of your work performance and/or behaviour.
If, as the result of the interview, your line manager continues to believe that you are
suffering the effects of alcohol or drugs misuse the matter may be dealt with under our
Disciplinary Procedure.
We may ask for your consent to approach your doctor for advice. A report will be sent
to your line manager who will then reassess the reasons for their investigatory
meeting with you and decide on the way forward.
Providing support
Alcohol and drug related problems may develop for a variety of reasons and over a
considerable period of time. We are committed, in so far as possible and reasonable,
to treating these problems in a similar way to other health issues. Support will be
provided where possible with a view to supporting a full recovery, allowing a return to
work and the full range of your duties. This may include:
(a)

referral to appropriate treatment providers, where necessary in conjunction
with your doctor;

(b)

time off work to attend treatment as recommended by your doctor or
specialist and recognition of any periods of absence for treatment as
periods of sickness absence;

(c)

adjusting your duties or other support as recommended by your doctor or
specialist during treatment and for an agreed period thereafter, subject to
operational requirements and feasibility.

If you do not finish a programme of treatment (either because the treatment provider
ceases to support you or because you stop attending) or your recovery and return to
work does not happen as anticipated at the outset of a course of treatment, your line
manager will meet with you to decide what further action should be taken.
Confidentiality
We aim to ensure that the confidentiality of any employee experiencing alcohol or
drug-related problems is maintained appropriately by managers and, where it is
necessary to inform them, colleagues. However, it needs to be recognised that, in
supporting employees, some degree of information sharing is likely to be necessary.
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Performance and disciplinary issues
If, having acknowledged an alcohol or drug related problem, you undertake treatment
and/or rehabilitation, any related performance or disciplinary action may be
suspended pending the outcome of the treatment.
Our intention is to support all employees with alcohol or drug related problems to
regain good health. Depending on the progress made on the course of treatment
and/or rehabilitation, any disciplinary action may be suspended for a further period,
discontinued or continued.
19.

Right of Search
The FHT has the right to search any of our employee’s property that you may use
such as car, locker or accommodation. Failure to give permission for a search of your
bag, pockets or personal possessions may be taken as evidence of culpability and
result in disciplinary action.
You may request the presence of a work colleague at the time of the search, which
will only be carried out by a duly authorised person in the presence of a witness. You
may request that those who carry out or are present during the search are of the
same sex as yourself.
Where a search reveals suspicious items, such that the searcher believes a criminal
offence may have been committed, the employee will be suspended on full pay
pending a further investigation, which may result in disciplinary action up to and
including dismissal. We also reserve the right to inform the Police immediately of any
suspicion.

20.

GDPR
Wherever you are based will have a GDPR policy for you to familiarise yourself with,
please ensure you request this.

21.

Social Media Policy
The Social Media Policy should be read and understood in conjunction with the
following Company policies:
(a)
(b)
(c)
(d)
(e)
(f)
(g)

Safeguarding;
Equality Opportunities;
Anti-Harassment and Bullying;
Data Protection;
Electronic Information and Communications Systems;
Confidentiality;
Disciplinary Policy and Procedure.

What do we mean by Social Media?
The term 'social media' is used here to describe socially-interactive, networked
information and communication technologies that allows for user generated content.
Examples of Social Media
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The following non-exhaustive list are examples of social media:









Twitter;
Facebook;
SMS text messaging;
Blogger;
LinkedIn;
Google+;
Bebo;
WhatsApp.

The FHT and Social Media
We recognise that the growth in social media has created increased opportunity for
media communications that have the potential for making a significant impact upon
our activities including increased awareness about our core aims, values and
services.
The purpose of this Social Medial Policy is to ensure so far as is practicable that our
use of social media has a positive impact, that we safeguard as far as possible
against negative impact and also:
a)

Encourage good safe practice;

b)

Protect the school and FHT, our employees, clients, suppliers and other
stakeholders and associates;

c)

Clarify where and how existing policies and guidelines apply to social
media;

d)

Promote effective and innovative use of social media as part of our
activities.

Starting point
Any official social networking site/group must be approved by the head teacher or
CEO. All sites must have a named designated administrator (the administrator) who is
responsible for the content of the site and has been approved by relevant
management. The administrator must work only within the guidelines provided in this
policy. Any queries, issues or concerns should in the first instance be raised with your
line manager.
The administrator will work with the school or Trust social media only during normal
working hours. The reason for this is to protect the health and wellbeing of the
administrator and to ensure that the content of the Social media remains under the
overall supervision of [NAME]. Any breach of this rule may lead to disciplinary
proceedings and in the case of persistent or serious offences be deemed sufficiently
serious enough to lead to dismissal.
Prohibited use
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These prohibitions apply to social media on the school or Trust’s behalf and also to
personal use:


Material must not be posted in social media that could damage our
reputation or the reputation of our employees, pupils, parents, carers,
volunteers or any external organisations or individuals;



Social media used as a tool for bullying, harassment or discrimination will
not be tolerated and will be dealt with under the Disciplinary Procedure;



If you are unsure as to whether accessing and/or posting any item on social
media would risk a breach of this Policy, this should be immediately referred
to your line manager;



Confidential information or personal data must not be publicised without
written consent of the person to whom the data relates. Breach of this rule
will not only be a breach of this Policy but may also be a breach of the Data
Protection Act 1998 and the Company’s Data Protection Policy. We will not
be held liable for such a legal action or provide support to defend the
individual concerned;



Confidential information includes information that is not in the public domain
and should remain strictly within the work environment regarding employees
and internal communications and processes;



Confidential information may also include information that is in the public
domain but which employees should not share in social media as it is work
related and inappropriate to discuss outside of the work environment;



Breach of Intellectual property rights, copyright and ownership of data are
also prohibited under this Policy;



Our social media and the use of personal social media is prohibited from
interaction with and response to potentially contentious posts on other
social media sites



It is completely forbidden to use our social media for personal purposes
whether during working hours or outside working hours and contravention of
this rule may lead to disciplinary proceedings and, if a serial offence and/or
an act is considered as an act of gross misconduct, you may be liable to
dismissal with or without notice;



You are strictly prohibited from commenting via social network or other
social media channels media on any past, present or future employment
dispute or issue including disciplinary, grievances, or any individual
involvement. To do so would constitute a fundamental breach of
confidentiality and potentially bring the organisation into disrepute leading to
disciplinary action on grounds of gross misconduct;



If anyone affected is concerned that any of the above prohibited conduct
conflicts with a potential “whistleblowing” event then you are referred to our
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Whistleblowing Policy and should speak, in confidence, to your line
manager;


You are strictly prohibited from using social media and social networking
tools for the purpose of either criticising or making derogatory, offensive,
inflammatory, slanderous or damaging comments about us, our
management, employees, external organisations and individuals;



If you are unsure as to whether accessing and/or including a contribution to
a certain website would risk a breach of this policy, this should be
immediately referred to your head teacher or the CEO of the FHT;



Confidential information or personal data must not be publicised without
written consent. Breach of this rule will not only be a breach of this policy
but may also be a breach of the Data Protection Act 1998. We will not be
held liable for such a legal action or help defend the individual concerned.

Consequences of breaching this Policy
You should never assume that the material posted on social media will remain private
regardless of the privacy settings used. You are reminded that even with appropriate
privacy settings, the information and material posted may quickly reach a wider
audience and even the general public. The details of any such information or material
may therefore be brought to our attention. Regardless of how this information came
into the public arena, we will take the appropriate disciplinary action if such
information or material is in breach of this policy.
Breach of this policy may result in disciplinary proceedings and, if a serial offence
and/or an act is considered as an act of gross misconduct, you may be liable to
dismissal with or without notice.
Information or material that offends may also amount to defamation and may result in
legal action being taken against the individual posting the information or material.
Such information or material will be in breach of this Social Media Policy and we will
not be held liable for such a legal action or help defend the individual concerned.
General Guidance
We all need to consider Intellectual property rights, copyright and ownership of data
and the Data Protection Act 1998 when using social media.
We support the use of social media where it adds value to existing methods of
communication.
It is completely forbidden to use our social media for personal purposes whether
during working hours or outside working hours and contravention of this rule may lead
to disciplinary proceedings and, if a serial offence and/or an act is considered an act
of gross misconduct, you may be liable to dismissal with or without notice.
We will continually review the use of social media and may amend and modify its
policies from time to time.
Communications and External Relations uses
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We recognise the opportunity to communicate with the external community through
social media as part of an integrated strategy.
Other potential uses by the Company
We may refer to social networking sites in the public domain when assessing job and
volunteer applications.
We will refer to social networking sites when investigating breaches of discipline, for
example breach of this and related policies, for example, Dignity at Work.
Breaches of the Social Media Policy
Breaches of this policy or failure to report known breaches are likely to result in
disciplinary action and persistent and/or serious offences may be considered as gross
misconduct resulting in summary dismissal or dismissal.
If you become aware of breaches of the policy, you should report this to your line
manager who will ensure that matters raised in good faith are investigated without you
being penalised.
When investigating a reported incident, we will study carefully what the contributor’s
actual impact is now and in the future, as accurately as possible in terms of business
interest and workforce relations before making any decision to conduct a formal
investigation or, in exceptional circumstance, suspension of the individual pending
formal investigation. All actions will be judged proportionately and fairly.
Any online contributions which you suspect may contravene other policies, for
example Bullying and Harassment, must be reported as a matter of urgency.
You are reminded that commenting via social network channels on any past, present
or future employment dispute or issue including disciplinary, grievances, or any
individual involvement, is strictly prohibited. To do so would constitute a fundamental
breach of confidentiality and potentially bring the organisation into disrepute leading to
disciplinary action on grounds of gross misconduct.
Areas of responsibility
These guidelines are the responsibility of the FHT.
If you become aware of breaches of the policy, you should report this to your line
manager who will ensure that matters raised in good faith are investigated without you
being penalised.
When investigating a reported incident, we will consider carefully the adverse impact
of the breach in terms of our reputation and core values and service and employee
relations in making any decision to conduct a formal investigation or, in exceptional
circumstances, suspension of the individual pending formal investigation. All actions
will be judged proportionately and fairly
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23 FHT Property
If you are in possession of, or have authority to use property belonging to the school
or FHT (our), you must ensure that the property is not damaged or abused at any
time. This property must be returned on request and, in any event, upon termination
of employment. If you do not return all issued property on leaving the organisation,
you agree that the total cost of such items will be deducted from your final pay.
Use of our property for any purpose, other than normally defined duties, is not
permitted.
Property of any type is not to be taken away from our premises, unless with prior
management approval.
You must immediately notify your line manager of any damage to property or
premises.
If you are seen to be wilfully using or mistreating our equipment or furniture or
breaching health and safety causing such damage to furniture, equipment, walls,
wallpaper and/or damage to the general state of any our premises then we reserve
the right to deduct the cost of repairs from your wages.
You should not leave any of our property unattended in your vehicle. These items are
not covered under our insurance scheme and you may be liable for replacement
costs. Similarly, we do not accept responsibility for personal items left unattended in a
vehicle.
24 Personal Property
We cannot accept responsibility for the loss of, or damage to, personal property
brought to the workplace. This would include such items as clothing, vehicles or
accessories.
You are requested not to bring personal items of value onto the premises and, in
particular, not to leave any items overnight.
Your personal possessions are your responsibility whilst working either on our site(s).
If these are lost or stolen, we cannot accept any liability.
Lost Property
Articles of lost property should be handed to your line manager who will retain them
whilst attempts are made to discover the owner.
25 General Working Standards
Wastage
We maintain a policy of ‘minimum waste’ which is essential to the cost effective and
efficient running of all our operations.
You are able to promote this policy by taking extra care in the pursuit of your normal
duties to avoid unnecessary or extravagant use of services, time, materials and
machinery and the following points are illustrations of this:
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Take care when setting up equipment;



Turn off any unnecessary lighting and heating. Keep doors closed
wherever possible and do not allow taps to drip – especially hot water taps.
If it is cold, then close all open windows;



Start with the minimum of delay after arriving for work and after breaks;

Car Parks
To avoid congestion and for safety reasons all vehicles must be parked only in the
designated parking areas. No liability will be accepted for damage to vehicles,
however it may be caused.
We cannot accept any responsibility for damage to or loss of or from vehicles, or their
contents, whilst on our premises.
Driving on our car parks is restricted to a maximum speed of 5 mph.
If this limit is exceeded and dangerous driving occurs, we reserve the right to refuse
you the privilege of parking on our property and disciplinary action may be taken.
Notices and Announcements
We will endeavour to keep you informed of all matters of interest by means of our
Notice Board/intranet. You are encouraged to use this, with authorisation, to promote
any particular item of news, which may be of interest to other employees.
Notices or bulletins placed on the premises by us should not be removed or defaced.
No notices should be put up unless authorised in advance by management.
Collections from Employees
Unless express permission has been given in advance by management, no
collections of any kind are allowed on our premises.

Ending Employment
26 Redundancy Policy
It is essential to try and maintain the appropriate numbers of employees to provide the
best possible education for our children. Any reduction in the number of employees
across the Trust is a potential redundancy situation.
Under the Employment Rights Act 1996, redundancy arises when an employee is
dismissed in the following circumstances when the dismissal is wholly or mainly to the
fact that:a)

the employer has ceased, or intends to cease:
i)
to carry on the business for the purposes of which the
employee was employed; or
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ii)

b)

to carry on the business in the place where the employee was
so employed;

the requirements of the business for employees:
i)
to carry out work of a particular kind has ceased or diminished;
or
ii)
to carry out work of a particular kind has ceased or diminished
in the place where the employee was employed.

If you are made redundant you may be entitled to a redundancy payment if you have
been employed for more than 2 years continuously. This includes fixed term contracts
extending beyond two years without breaks in service. In law such breaks do not
include school holiday periods i.e. where a contract ceased at the end of one term and
a new one was issued at the commencement of the following term.
The payment will be based primarily on salary, age and length of service (this will be
continuous service with current and previous employers which may include other
specified organisations as covered by the Redundancy Modifications Order).
If you accept, from an employer covered by the Redundancy Modifications Order
(RMO), an offer of suitable alternative employment then no redundancy payment is
made. For example, if you leave on the 31 August and take up employment on the 01
September in an organisation covered by the RMO such as another school within a
MAT or Local Authority, your redundancy payment will be withheld but your
continuous service for the purpose of redundancy will continue with your new
employer.
If you unreasonably decline the offer of suitable alternative employment, you may
waive your rights to a redundancy payment.
Consideration will be given to ways in which redundancies might be avoided such as:
 not filling a vacant post or
 the non-renewal of a fixed term contract.
 voluntary job sharing arrangements,
 voluntary reduced hours or
 part time working;
If the requirement for redundancy cannot be achieved the reduction may have to be
made on a compulsory basis. Criteria for selection will be communicated along with
the process for selection.
Consultation
Should a redundancy situation be proposed, you can expect to be initially notified at a
staff meeting. Employees who are absent for reasons such as sickness, secondment
or maternity leave, should be informed as soon as practically possible and given an
opportunity to be provided with further information.

72

There
of:




is a legal requirement to consult staff and the recognised trade unions on ways
avoiding the dismissals;
reducing the number of employees to be dismissed;
mitigating the effects of dismissals.

By law, meaningful consultation with recognised trade unions must take place
irrespective of whether or not you are a member of a trade union.
Consultation will be for a period long enough for it to be meaningful normally a
minimum of 10 working days depending on the number of affected employees.
Trade unions will be informed of the following:







the reasons for the proposals;
the numbers and descriptions of employees it is proposed to dismiss as
redundant;
the total number of employees of any such description employed at the
establishment in question;
the way in which employees will be selected for redundancy;
how the dismissals are to be carried out, taking account of any agreed procedure,
including the period over which the dismissals are to take effect;
the method of calculating the amount of redundancy payments (other than
statutory redundancy pay) to be made to those who are dismissed.

The selection process
Where the situation arises that there are more people than posts, competitive
selection is likely and there will be a need for you to complete a skills audit. The
process will be discussed and a copy of the skills audit will be available at the
consultation meeting for discussion. In some situations a competitive interview may be
a more appropriate means of selection. This will be discussed in the consultation
process. It will reflect a majority decision or the best fit for the needs of the school.
You are entitled to have individual consultation throughout the process to explore
alternatives to redundancy and consider how, if possible, redundancy can be avoided.
You should contact the named person to arrange an appointment.
Pool of Staff
In some situations, there will be a need to reduce the number of employees in a
particular role. This forms a pool of staff and will include those absent through illness,
on leave of absence, maternity or secondment etc.
It is possible to identify a pool where all posts of a particular kind are being deleted
from the structure this could apply where there are one or more posts.
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The redundancy procedure is not applicable in all areas of a reorganisation within a
school. Where the requirement for a certain structure has changed but not the number
of employees, this must be achieved through a re-structuring exercise rather than the
redundancy process.
Selection
After the consultation period has ended selection will be made based on the standard
selection criteria which will be applied hierarchically as follows:
(a)

the termination of fixed term contract holders appointed within the agreed
guidelines on the use of fixed term contracts;

(b)

the requirements of the curriculum and organisational needs of the school;

(c)

volunteers to work on a job-share or to reduce their hours to work on a parttime basis, or requests for voluntary redeployment in an effort to avoid the
need to make a compulsory redundancy;

(d)

qualifications, experience, skills, flexibility of staff to teach/work in other
subjects/areas
in
the
school,
measured
in
relation
to
the
curriculum/organisational needs of the school.

The beginning of pregnancy to the end of maternity leave is a “protected period”
during which a woman is entitled to have special consideration if this is necessary to
make good any disadvantage she may otherwise experience.
If you are on maternity leave and return within 26 weeks, you have the right to return
to the same job you had before you left. If you take 52 weeks’ maternity leave you
have the right to return to a role that is no less than the one you held before your
period of maternity. If you are made redundant whilst on maternity leave you will be
offered any suitable alternative vacancy, if there is one. You will not need to apply for
it.
Pregnant employees on fixed term contracts have similar maternity and employment
protection rights to permanent employees. Any suitable alternative work should be
offered, even when the woman is on a fixed term contract unless the contract ends
during maternity leave.
Personal Hearing and Appeal
You will be invited to attend a hearing and you will be normally be given 5-10 days’
notice of such a meeting with a representative or companion.
You will have the right to appeal the outcome.
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27 Restructures
This covers situations where:
 the structure is no longer fit for purpose and a new structure is proposed
 management duties need to change in line with operational requirements
In these circumstances there will be a process of consultation whereby a proposed
structure is discussed with the whole school and specifically with the affected
employees.
You are entitled to discuss the situation with your union representative and have them
present during the consultation process if you wish.
Following a period of consultation, normally 10 working days, the new structure will be
approved or changed as a result of feedback from consultation and a process of
slotting people into posts will occur. You will be asked to state your preference for a
post. Where there are more people than posts, a process of competitive selection will
take place. The procedure for this is described in the Redundancy Policy above.
People will be selected for the posts in accordance with their scores, highest to
lowest. Any person displaced as a result will be offered an alternative post in the new
structure, pay protection may apply and will do so in accordance with the pay policy.
Where there is agreement that there are no suitable alternative posts the redundancy
procedure will be followed, you will be informed that you are at risk of redundancy and
be invited to attend a formal hearing, the outcome of which could be that you are
made redundant.
Where the school finds it necessary to delete a TLR you will be invited to a meeting to
discuss the situation and the matter will be dealt with in accordance with the School
Teachers Pay and Conditions Document.
28 Retirement Policy
We are committed to achieving a working environment which provides equality of
opportunity and to encouraging full contribution from its diverse community, including
benefiting from the skills, knowledge and experience of its older workers. In order to
facilitate this, we operate a flexible retirement policy.
We do not operate a compulsory retirement age and you may therefore voluntarily
retire at a time of your choosing.
Discussion Meetings
During the performance appraisal meeting, we will discuss your performance and
training needs. These meetings may also include a discussion of your future plans or
proposals for retirement and should be viewed as an informal opportunity for us to
plan together for the future.
At any time, you are free to initiate discussions about retirement plans with your line
manager. When you reach a decision to retire, you should notify us, using the
procedure set out below.
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Retirement Procedure
This procedure sets out flexible retirement options applicable to members of the
Local Government Pension Scheme (LGPS).
Teachers’ Pensions have introduced similar phased retirement arrangements for
teachers who are members of the Teachers’ Pensions Scheme (TPS). These are
also detailed in this document. Whilst the pension implication and application
procedures will be different for teaching and support staff the principles contained in
this guidance should be applied to all employees.
Benefits of Flexible and Phased Retirement
Flexible and phased retirement can offer benefits for both employers and employees,
by:


helping with the management of organisational change by providing an option
to older workers whose employment may be at risk, thus helping to avoid
redundancies and associated costs;



Helping to develop a balanced age profile within the workforce by retaining
older workers and keeping their skills, knowledge and expertise within the
workplace;



Offering opportunity for better succession planning and developing the
capacity for older workers to act as mentors



Giving employees the flexibility to:
-

reduce their work commitments ahead of full retirement by making a
staged adjustment to life without paid employment

-

change their work routine and offer capacity to develop new interests
ahead of full retirement



Improving work life balance



Extending working lives

You will need to ensure that any decisions that they may make when considering
flexible or phased retirement options you take into account your financial
liabilities/commitments. Sources of advice include:


An independent financial adviser



Bank or building society – but who, in most cases, will advise only in respect of
their own financial products and services



Voluntary organisations such as Age Concern and Citizen’s Advice Bureau –
particularly in respect of state pensions, benefits and debt management



NCC Welfare rights service – benefits entitlements

Each application will need to be considered by head teachers/ governors with support
from the FHT on an individual basis and matched against the following criteria:
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to support the re-design of the school support staff staffing structure;



where the role undertaken by the individual employee has changed to such an
extent that some of the duties are no longer required but where some
specialist skills need to be retained;



where there are significant personal circumstances which would be supported
by a reduction in working hours or responsibilities;



where the employees particular skills are no longer required and they do not
have the transferable skills to other areas of the school;
where due to ill health and in the opinion of the FHT they are no longer able to
effectively meet the demands of the job and where an application for a
Certificate of Permanent Incapacity, under the Local Government Pension
Regulations has been unsuccessful;



where it can be demonstrated that continued employment will have a
detrimental effect on the school;



where there are significant long term financial savings to the school e.g.
protected salary and where these are not greatly outweighed by additional
costs to the Department;



organisational needs of the school;

Cases must be submitted to the FHT for approval and will take into account the above
but also the FHT and school funds available to support any costs.
If you are aged 50 or over and have been granted your pension through this route you
will receive reduced pay (either through a reduction in hours of your existing post or
working in a lower graded post) as well as the pension benefit accrued to the point at
which the change took effect. This may or may not be actuarially reduced; this will
depend on their age and length of service.
Key points to note for support staff
There may, dependant on individual circumstances, be a cost (in the form of an
actuarial reduction in pensions benefits) through taking the flexible retirement option.
You will, however, receive the pension that you would have been entitled to had you
fully retired at that point in your working life.
From the point at which flexible retirement benefits are taken, pension contributions
into the LGPS may continue, but this will be treated as a new membership of the
scheme. As a result, when you finally retire, you will be entitled to a second pension
based on this second period of service.
If you finally retire (from this further employment) before age 65, it is likely that
pension benefits accrued during this second period of pension scheme membership
will be actuarially reduced, although you may opt to have payment of pension benefits
deferred until you reach age 65.
An important factor to be considered is that once a pension has been agreed and put
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into place, it cannot be recalculated and an actuarial reduction, once in place, cannot
be rescinded.
If you are considering the flexible benefits option, you should look into the possible
impact of future events and the possible impact on pension payments over the longer
term.
You are advised to consider what other alternatives might be available to you, such as
a straightforward reduction in contracted hours or responsibility. This should be
discussed with the head teacher, with relevant support from the FHT
Phased Retirement for Teachers Age 55 and over
Teachers can receive pension benefit, with no break in service, whilst still holding the
job through which this was accrued. As a result, a teacher aged 55 or over whom,
with their employer’s consent, moves to part-time working or by relinquishing some
responsibilities, can apply to receive up to 75% of their actuarially reduced pensions
benefits (ARB) in the form of a pension and lump sum.
In the case of a reduction in grade there would have to be a suitable vacant post
available in school at a lower grade in order for this to be considered.
Once the head teacher and / or governors have agreed that you can reduce your
hours or there is a post of lesser responsibility available in school the ARB pension
arrangements can be put in place. Alternatively you could resign from one school to
secure a post at another school allowing for a reduction in salary of up to 25% and
then apply for phased retirement benefits.
The retirement would normally take place from the end of a term i.e. 30 April, 31
August or 31 December. The new post or reduction in hours would be taken up from
the following day.
Key points to note for teachers:
There is no cost to the employer so FHT consent is not required however the school
must be able to accommodate the reduction and once this has been agreed by
governors as with normal ARB retirements the school can delay the retirement by up
to 6 months
If you are aged 55 or over applying to receive your pension through this route you will
receive your reduced pay (either through a reduction in hours of your existing post or
working in a lower graded post) as well as the ARB pension benefits accrued to the
point at which the change took effect.
This option can be exercised twice before final retirement
The remaining service, which must be at least 25%, will be aggregated with the
subsequent service accrued being used in any further benefit calculations.
Further details can be found
www.teacherspensions.co.uk

on

the

teachers’

pensions

website

at

You will be notified of the changes to your hours, pay and other in writing. Your
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continuous service, will normally be preserved despite taking up a flexible or phased
retirement option if you remain in employment with the FHT without any break in
service.
More information about the local government pension scheme is available on the
LGPS web site: www.lgps.org.uk
More information and leaflets about teachers’ pensions is available on the TPS
website www.teacherspensions.co.uk
Flexible Retirement Process for Support Staff
This document sets out the procedure for school based support staff flexible
retirement applications.
Applicatons should be put in writing to your head teacher. who will consider the
request and discuss the options with you.
Consideration must be given to:


A minimum reduction in contracted hours of at least one full working day for
full time employees. Part time employees contracted hours to be reduced on a
pro-rata basis.



Where a reduction in grade is requested there must be a post available in
school at a lower grade



For cases where the granting of a flexible retirement request will result in a
pension strain cost to the FHT, a greater reduction in contracted hours of up to
50% will normally be required, dependant on the circumstances of each
individual case.



In cases where the governing body wishes to support an application for flexible
retirement which is not granted by the FHT then this would be possible but the
cost of the flexible retirement and on-going costs would have to be met by the
school budget.



Head teachers and governors should not normally consider redesigning jobs
with a view to reducing the grade solely to facilitate flexible retirement;
exceptions to this may include where this would facilitate the retention of
particular skills in areas with recruitment difficulties or where it might meet a
temporary service need pending restructure. In such cases the change in
grade will be determined through the application of the appropriate job
evaluation scheme (which will be done prior to final consideration of the
request).



Requests to reduce hours/grade may be made where pension is not claimed
or where the employee is not a member of the LGPS. Any such requests will
be considered on their merit and will be dealt with as variations of contract by
mutual agreement.



In cases of disciplinary, attendance management or capability procedures
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being underway, the FHT may decline to consider requests for flexible
retirement until any such cases have been fully dealt with (including appeals
stages).


Where an employee on a protected salary seeks flexible retirement, pay
protection will not continue for the post in which they continue employment.

FHT will examine the circumstances and costs of each request before agreeing to
recommend a flexible retirement request. A clear business case will need to be
prepared in each case to support the decision. This will need to cover:
1. details of the proposed retirement and any related establishment matters
2. cost implications
3. service/ongoing workload management implications
Other than in very exceptional circumstances, the FHT will not waive the costs of the
early release of pension for employees who do not satisfy the 85 year rule until after
their 60th birthday.
Where a flexible retirement request is declined, you will be informed in writing, with
the reason for the rejection clearly stated.
Should you wish to make a complaint about the application of the flexible retirement
procedure you should do so using the grievance procedure.

Family Friendly Policies
29 Flexible Working Policy
We are committed to providing equality of opportunity in employment and to
developing working practices and policies that support work-life balance. This Flexible
Working Policy gives you an opportunity to formally request a change to your working
pattern in accordance with the statutory procedure for such requests.
When considering any of the possible working options, the needs of the Trust and
your individual needs will be taken into account. The specific nature of the work being
undertaken and the need to be available at specific times during the school day/year
will be recognised.
If you make a request for flexible working, you will not be subjected to any detriment
or lose any career development opportunities as a result.
Personnel Responsible for implementing this policy
The Trust has overall responsibility for the effective operation of this policy and for
ensuring compliance with the relevant statutory framework. Day-to-day responsibility
for operating the policy and ensuring its maintenance and review has been delegated
to the Head Teachers and Governing Bodies of each of the Trusts schools.
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Head Teachers have a specific responsibility to ensure the fair application of this
policy and all members of staff are responsible for supporting colleagues and ensuring
its success.
Forms of Flexible Working
Flexible working can incorporate a number of possible changes to working
arrangements, such as:
(a)

reduction or variation of working hours;

(b)

reduction or variation of the days worked; and/or

(c)

working from a different location (for example, from home).

The possible changes to working arrangements mentioned in Paragraph 0 may also
involve:
(a)

starting a job share;

(b)

working a set number of hours, a year, rather than a week (annualised
hours);

(c)

working from home (whether for all or part of the week);

(d)

working only during term-time (part-year working);

(e)

working compressed hours; and/or

(f)

working flexi-time.

It is possible for you to request and for the Trust to consider requests on a temporary
or permanent basis.
In all cases, the Trust will carefully balance your entitlement to make a request,
against the organisational and operations needs of the School, including the impact on
teaching and learning.
Eligibility for formal right to request
To be eligible to make a request under the formal procedure set out in Paragraph 0 to
Paragraph 0 you must:
(a)

be an employee;

(b)

have worked for the Trust continuously for at least 26 weeks at the date
your request is made;

(c)

not have made a formal request to work flexibly during the last 12 months.

If you are not eligible to make a formal request, you may make an informal request
Making a formal flexible working request
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If you are interested in flexible working you are advised to speak informally with the
Head Teacher to discuss your eligibility, the different options and the effect your
proposed work pattern would have on colleagues and service delivery, before
submitting a formal or informal request.
You will need to submit a written application if you would like your flexible working
request to be considered under the formal procedure. The relevant form is available
from the Trust.
Your application should be submitted to the Head Teacher in good time and ideally at
least three months before you would like the changes to take effect. It should:
(a)

state that it is a flexible working request;

(b)

explain the reasons for your request, especially if you think our Equal
Opportunities Policy may be relevant, for example, if your request concerns
childcare or other family commitments, religious or cultural requirements, or
adjustments because of a disability;

(c)

provide as much information as you can about your current and desired
working pattern, including working days, hours and start and finish times,
and give the date from which you want the changes to take effect;

(d)

identify the effect the changes to your working pattern will have on the work
that you do, that of your colleagues and on service delivery. If you have any
suggestions about dealing with any potentially negative effects, please
include these in your written application; and

(e)

provide information to confirm that you meet the eligibility criteria set out in
Paragraph 0 of this policy including the dates of any previous formal
requests for flexible working.

In most cases we will need to have a meeting with you before making a decision. In
some cases, we may be able to approve your request without a formal meeting,
although it will usually be helpful for the Head Teacher to discuss the request with you
to ensure it is the best solution.
Formal Request: Meeting
Where necessary, the Head Teacher will arrange a meeting with you after your
application has been submitted. The meeting may also be attended by a member of
the Human Resources Department. You may bring a trade union representative or
work colleague to the meeting as a companion if you wish. Your chosen companion
will be entitled to speak during the meeting and confer privately with you, but may not
answer questions on your behalf.
In most cases, the meeting will be held at your usual place of work. We will try to
ensure that the meeting is held at a time and place that is convenient to everyone. We
will aim to hold the meetings within 4 working weeks of receiving your request.
The meeting will be used to discuss the working arrangements you have requested.
You will be able to explain how the arrangements will accommodate your needs. You
will also be able to discuss what impact your proposed working arrangements will
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have on your work and that of your colleagues, and the operational and organisational
needs of the School. If we cannot accommodate the arrangements you have
requested, discussion at the meeting also provides an opportunity to explore possible
alternative working arrangements.
The Head Teacher may suggest starting new working arrangements under an initial
trial period to ensure that they meet your needs and those of the School.
Formal Request: Decision
We will notify you of the decision in writing as soon as possible usually within 10
working days of the meeting, or if a meeting is not required within 6 working weeks of
the request being received.
If your request is accepted, or where we propose an alternative to the arrangements
you requested, the Head Teacher will write to you with details of the new working
arrangements, details of any trial period, an explanation of changes to your contract of
employment and the date on which they will commence. You will be asked to sign and
return a copy of the letter. This will be placed on your personnel file to confirm the
variation to your terms of employment.
Unless otherwise agreed (and subject to any agreed trial period) changes to your
terms of employment will be permanent. You will not be able to make another formal
request until 12 months after the date of your most recent request.
If the Head Teacher needs more time to make a decision, for example, where they
need more time to investigate how your request can be accommodated or to consult
several members of staff, they will discuss this with you.
There will be circumstances where, due to organisational and operational
requirements, we are unable to agree to a request. In these circumstances, the Head
Teacher will write to you:
(a)

explaining the business reason(s) for turning down your application; and

(b)

setting out the appeal procedure.

The eight business reasons for which we may reject your request are:
(a)

the burden of additional costs;

(b)

detrimental effect on ability to meet customer demand;

(c)

inability to reorganise work among existing staff;

(d)

inability to recruit additional staff;

(e)

detrimental impact on quality;

(f)

detrimental impact on performance;

(g)

insufficiency of work during the periods that you propose to work; and
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(h)

planned changes.

Formal Request: Appeal
If your appeal is upheld, you will be advised of your new working arrangements,
details of any trial period, an explanation of changes to your contract of employment
and the date on which they will commence. You will be asked to sign and return a
copy of the letter. This will be placed on your personnel file to confirm the variation to
your terms of employment.
You should be aware that changes to your terms of employment will be permanent
and you will not be able to make another formal request until 12 months after the date
of your original application.
If your appeal is rejected, the written decision will give the business reason(s) for the
decision and explain why the reason(s) apply in your case. You will not be able to
make another formal request until 12 months after the date of your original application.
The whole process (including any appeal) will be completed within three months of
your request being received.
Extending time under the formal procedure
There may be exceptional occasions when it is not possible to complete consideration
of your request within the expected time limits. Where an extension of time is agreed
with you, the Head Teacher will write to you confirming the extension and the date on
which it will end.
If you withdraw a formal request for flexible working, you will not be eligible to make
another formal request for 12 months from the date of your original request. In certain
circumstances, a formal request will be treated as withdrawn. This will occur if you fail
to attend a meeting and a re-arranged meeting, or an appeal meeting and a rearranged appeal meeting, without good cause.
In such circumstances, the Head Teacher will write to you confirming that the request
has been treated as withdrawn.
Making an informal flexible working request
If you are ineligible to make a formal request for flexible working you may make an
informal request to the Head Teacher, who will consider it according to our business
and operational requirements.
It will help the Head Teacher to consider your request if you:
(a)

make your request in writing and confirm whether you wish any change to
your current working pattern to be temporary or permanent;

(b)

provide as much information as you can about your current and desired
working pattern, including working days, hours and start and finish times,
and give the date from which you want your desired working pattern to start;
and
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(c)

think about what effect the changes to your working pattern will have on the
work that you do and on your colleagues, as well as on our service delivery
and that of your department. If you have any suggestions about dealing with
any potentially negative effects, please include these in your written
application. The Head Teacher can consider whether they are workable.

The Head Teacher will advise you what steps will be taken to consider your request,
which may include inviting you to attend a meeting, before advising you of the
outcome of your request.
30 Maternity Policy

This policy outlines the statutory rights and responsibilities of employees who
are pregnant or have recently given birth, and sets out the arrangements for
ante-natal care, pregnancy-related sickness, health and safety, and maternity
leave. It does not apply to agency workers or the self-employed.
Definitions
Expected Week of Childbirth: the week, starting on a Sunday, in which your doctor
or midwife expects you to give birth.
Qualifying Week: the fifteenth week before the Expected Week of Childbirth.
Notification
You must inform us as soon as possible that you are pregnant. This is important as
there may be health and safety considerations. Before the end of the Qualifying Week,
or as soon as reasonably practical afterwards, you must tell us:
a) that you are pregnant;
b) the Expected Week of Childbirth; and
c) the date on which you would like to start your maternity leave (Intended Start
Date).
You must provide a certificate from a doctor or midwife (usually on a MAT B1 form)
confirming your Expected Week of Childbirth.
Antenatal Appointments
Employees have a statutory right to take time off to attend antenatal appointments. If
you are an agency worker, the rights set out in this policy only apply to you once you
have worked in the same role with us for at least 12 continuous weeks (which may
include more than one assignment). For these purposes we will ignore any breaks due
to holiday or other leave to which you are entitled, breaks due to workplace closure,
breaks due to industrial action, breaks of up to 28 weeks in cases of sickness or jury
service, and breaks of up to six weeks for any other reason. We will treat breaks due
to pregnancy or childbirth up to 26 weeks after birth, and any statutory maternity,
paternity or adoption leave, as time worked.
This policy does not form part of any employee's contract of employment and we may
amend it at any time.
Time off if you are pregnant
If you are pregnant you may take reasonable paid time off during working hours for
antenatal appointments. If you are pregnant you may take paid time off during working
hours for antenatal appointments. This may include any relaxation or parenting
classes that your doctor, midwife or health visitor has advised you to attend. You
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should try to give us as much notice as possible of the appointment. Unless it is your
first appointment, we may ask to see a certificate confirming your pregnancy and an
appointment card.
Time off for accompanying a pregnant woman: eligibility
You may take unpaid time off to accompany a pregnant woman to an antenatal
appointment if you have a "qualifying relationship" with the woman or the child. This
means that either:
a) you are the baby's father;
b) you are the pregnant woman's spouse, civil partner or are living with her in an
enduring family relationship and she is not your sister, mother, grandmother,
aunt or niece; or
c) she has undergone assisted conception and at that time you were her wife or
civil partner or gave the required legal notices to be treated in law as the
second female parent; or
d) you are one of the intended parents in a surrogacy arrangement and expect to
obtain a parental order in respect of the child.
Time off for accompanying a pregnant woman: how to book time off
Please give us as much notice of the appointment as possible. You must provide us
with a signed statement providing the date and time of the appointment and
confirming:
a) that you meet one of the eligibility criteria set out above;
b) that the purpose of the time off is to accompany the pregnant woman to an
antenatal appointment; and
c) that the appointment has been made on the advice of a registered medical
practitioner, registered midwife or registered nurse.
Time off for accompanying a pregnant woman: amount of time off
You may take time off to accompany a pregnant woman to up to two antenatal
appointments in relation to each pregnancy. You must not take more than six and a
half hours off for each appointment, including travel and waiting time. Time off to
attend these appointments is unpaid. Further time off for antenatal appointments is in
our absolute discretion.
Sickness
Periods of pregnancy-related sickness absence shall be paid in accordance with your
contract of employment in the same manner as any other sickness absence. Any
payment of sick pay in excess of this as a result of pregnancy-related sickness shall
be entirely at our discretion.
Periods of pregnancy-related sickness absence from the start of your pregnancy until
the end of your maternity leave will be recorded separately from other sickness
records and will be disregarded in any future employment-related decisions.
If you are absent for a pregnancy-related reason during the four weeks before your
Expected Week of Childbirth, your maternity leave will usually start automatically.
Health and safety
We have a general duty to take care of the health and safety of all employees. We are
also required to carry out a risk assessment to assess the workplace risks to women
who are pregnant, have given birth within the last six months or are still breastfeeding.
We will provide you with information as to any risks identified in the risk assessment,
and any preventive and protective measures that have been or will be taken. If we
consider that, as a new or expectant mother, you would be exposed to health hazards
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in carrying out your normal work we will take such steps as are necessary (for as long
as they are necessary) to avoid those risks. This may involve:
a) changing your working conditions or hours of work;
b) offering you suitable alternative work on terms and conditions that are the
same or not substantially less favourable; or
c) suspending you from duties, which will be on full pay unless you have
unreasonably refused suitable alternative work.
Entitlement to maternity leave
All employees are entitled to up to 52 weeks' maternity leave which is divided into:
a) Ordinary maternity leave of 26 weeks (OML).
b) Additional maternity leave of a further 26 weeks immediately following OML
(AML).
Starting maternity leave
The earliest date you can start maternity leave is 11 weeks before the Expected Week
of Childbirth (unless your child is born prematurely before that date).
You must notify us of your Intended Start Date. We will then write to you within 28
days to inform you of the date we will expect you to return to work if you take your full
entitlement to maternity leave (Expected Return Date).
You can postpone your Intended Start Date by informing us in writing at least 28 days
before the original Intended Start Date, or if that is not possible, as soon as
reasonably practicable.
You can bring forward the Intended Start Date by informing us at least 28 days before
the new start date, or if that is not possible, as soon as reasonably practicable.
Maternity leave shall start on the earlier of:
a) your Intended Start Date (if notified to us in accordance with this policy); or
b) the day after any day on which you are absent for a pregnancy-related reason
during the four weeks before the Expected Week of Childbirth; or
c) the day after you give birth.
If you are absent for a pregnancy-related reason during the four weeks before the
Expected Week of Childbirth, you must let us know as soon as possible in writing.
Maternity leave will be triggered unless we agree to delay it.
If you give birth before your maternity leave was due to start, you must let us know the
date of the birth in writing as soon as possible. The law prohibits you from working
during the two weeks following childbirth.
Shortly before your maternity leave starts we will discuss with you the arrangements
for covering your work and the opportunities for you to remain in contact, should you
wish to do so, during your leave.
Statutory maternity pay
Statutory maternity pay (SMP) is payable for up to 39 weeks. SMP will stop being
payable if you return to work (except where you are simply keeping in touch). You are
entitled to SMP if:
a) you have been continuously employed for at least 26 weeks at the end of the
Qualifying Week and are still employed by us during that week;
b) your average weekly earnings during the eight weeks ending with the
Qualifying Week (the Relevant Period) are not less than the lower earnings
limit set by the Government;
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c) you provide us with a doctor's or midwife's certificate (MAT B1 form) stating
your Expected Week of Childbirth;
d) you give at least 28 days' notice (or, if that is not possible, as much notice as
you can) of your intention to take maternity leave; and
e) you are still pregnant 11 weeks before the start of the Expected Week of
Childbirth or have already given birth.
SMP is calculated as follows:
a) First six weeks: SMP is paid at the Earnings-Related Rate of 90% of your
average weekly earnings calculated over the Relevant Period;
b) Remaining 33 weeks: SMP is paid at the Prescribed Rate which is set by the
Government for the relevant tax year, or the Earnings-Related Rate if this is
lower.
SMP accrues from the day on which you commence your OML and thereafter at the
end of each complete week of absence. SMP payments shall be made on the next
normal payroll date and income tax, National Insurance and pension contributions
shall be deducted as appropriate.
You shall still be eligible for SMP if you leave employment for any reason after the
start of the Qualifying Week (for example, if you resign or are made redundant). In
such cases, if your maternity leave has not already begun, SMP shall start to accrue
in whichever is the later of:
a) the week following the week in which employment ends; or
b) the eleventh week before the Expected Week of Childbirth.
If you become eligible for a pay rise before the end of your maternity leave, you will be
treated for SMP purposes as if the pay rise had applied throughout the Relevant
Period. This means that your SMP will be recalculated and increased retrospectively,
or that you may qualify for SMP if you did not previously qualify. We shall pay you a
lump sum to make up the difference between any SMP already paid and the amount
payable by virtue of the pay rise. Any future SMP payments at the Earnings-Related
Rate (if any) will also be increased as necessary.
Occupational Maternity Pay
If an employee has more than one year’s continuous service at the 11th week before
the EWC, she will be entitled to both Occupational Maternity Pay (OMP) and Statutory
Maternity Pay (SMP).
OMP for Teachers comprises:
a) 4 weeks at full pay
b) 2 weeks at 9/10ths of normal pay
c) 12 weeks at half pay (without deduction of state benefit, unless half pay and
SMP or equivalent, exceeds full pay).
OMP for support staff comprises:
a) 6 weeks at 9/10ths of normal pay
b) 12 weeks at half pay (without deduction of state benefit, unless half pay and
SMP or equivalent, exceeds full pay).
Terms and conditions during OML and AML
All the terms and conditions of your employment remain in force during OML and
AML, except for the terms relating to pay. In particular:
a) benefits in kind shall continue;
b) annual leave entitlement under your contract shall continue to accrue; and
c) pension benefits shall continue.
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The 39 weeks maternity pay period is treated as pay for pension purposes and
pension contributions, based on the pay received, will be deducted. This means that
the 39 weeks counts towards pension calculations when the employee retires.
There is no obligation to pay contributions on the remainder of the maternity leave
period. However should the employee wish to pay pension contributions for the
duration of the unpaid maternity leave, advice should be sought from the pension
provider.
Annual leave
During OML and AML, annual leave will accrue at the rate provided under your
contract. This is not an additional entitlement to annual leave on top of the current
school closure arrangements. In most circumstances the member of staff will take the
leave in school closure periods and therefore will not be entitled to additional leave as
the number of closure days will supersede the statutory entitlement.
The holiday year, for the purpose of establishing annual leave will be 1 September to
31 August in line with the academic year.
Leave should be taken in the current leave year providing there are sufficient school
closure days. If there are insufficient school closure days, within the leave year in
question, leave can be taken in term time following the maternity leave. However, in
most cases this will not be relevant as leave will have already been used in the school
closure periods. If the return from maternity is close to the end of the leave year the
balance can be carried over and taken during periods of school closure in that leave
year.
You should discuss your holiday plans with your manager in good time before starting
your maternity leave. All holiday dates are subject to approval by your manager.
31 Parental Leave Policy
This policy summarises the statutory right of employees with at least one year's
continuous service to take up to 18 weeks' unpaid parental leave in respect of each
child.
Entitlement to Parental Leave
To be eligible for parental leave, you must:
(a)

have at least one year's continuous employment with us;

(b)

have or expect to have responsibility for a child; and

(c)

be taking the leave to spend time with or otherwise care for the child.

You have responsibility for a child if you are the biological or adoptive parent or have
legal parental responsibility in some other way, for example under a court order.
Eligible employees are entitled to take up to 18 weeks' parental leave in relation to
each child.
You must tell us of any parental leave you have taken while working for another
employer as this counts towards your 18-week entitlement.
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Taking Parental Leave
In most cases, parental leave can only be taken in blocks of a week or a whole
number of weeks, and you may not take more than four weeks' parental leave any
one year in relation to each child. Parental leave can be taken up to the child's 18th
birthday.
Special rules apply where your child is disabled, which for these purposes means
entitled to a disability living allowance, armed forces independence allowance or
personal independence payment. You can take parental leave in respect of that child
in blocks of less than one week. However, there is still a limit of four weeks a year for
each child and 18 weeks in total for each child.
Notification Requirements
You must notify the Head Teacher of your intention to take parental leave at least 21
days in advance. However, where cover will be required, you are requested to provide
a half-terms notice where possible, it would be helpful if you can give this notice in
writing. Your notification should include the start and end dates of the requested
period of leave.
If you wish to start parental leave immediately on the birth of a child, you must give
notice at least 21 days before the expected week of childbirth.
If you wish to start parental leave immediately on having a child placed with you for
adoption, you should give notice at least 21 days before the expected week of
placement, or if this is not possible, give as much notice as you can.
Evidence of Entitlement
We may ask to see evidence of:
(a)

your responsibility or expected responsibility for the child such as birth
certificate, adoption or matching certificate, parental responsibility
agreement or court order.

(b)

the child's date of birth or date of adoption placement.

Our Right to Postpone Parental Leave
Although we will try to accommodate your request for parental leave, we may
postpone your requested leave where it would unduly disrupt the needs of the Trust
(for example, if it would leave short-staffed).
We will discuss alternative dates with you, and notify you in writing of the reason for
postponement and the new start and end dates, within seven days of receiving your
request for parental leave.
We cannot postpone parental leave if you have requested it to start immediately on
the birth or adoption of a child.
We cannot postpone parental leave for more than six months, or beyond the child's
18th birthday (if sooner).
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Terms and Conditions During Parental Leave
Parental leave is unpaid.
If you are a member of the Local Government Pension Scheme then for a continuous
period of leave for 31 days or less, will mean that pension contributions will continue
to be deducted on the pay you would have received during that period but for the
absence.
For teachers any unpaid absences are not pensionable under the Teachers’ Pensions
Scheme.
Your employment contract will remain in force, and holiday entitlement will continue to
accrue. You will remain bound by your duties of good faith and confidentiality, and any
contractual restrictions on accepting gifts and benefits, or working for another
business.
32 Adoption Leave Policy
This policy sets out the arrangements for adoption leave and pay for employees who
are:
(a) Adopting a child through a UK adoption agency.
(b) Fostering a child with a view to possible adoption.
(c) Having a child through a surrogate mother.
If you are adopting on your own or have elected to be the primary adopter, you may
take paid time off to attend an adoption appointment on up to five occasions in relation
to any particular adoption.
If you are the secondary adopter, you may take unpaid time off to attend an adoption
appointment on up to two occasions only. It is expected that you will arrange such
meetings to take place outside working hours wherever possible. Where this cannot
be arranged, Governors may grant such time off with pay.
You must not take more than six and a half hours off for each appointment, including
travel and waiting time.
In some cases, you and your spouse or partner may be eligible to opt into the shared
parental leave scheme which gives you more flexibility to share the available leave
and pay. For information, on the shared parental leave scheme please request this
from the Trust.
Entitlement to Adoption Leave
In an adoption case or a fostering for adoption case, you are entitled to adoption leave
if all the following conditions are met:
(a)

You are adopting a child through a UK adoption agency, or you are a local
authority foster parent who has been approved as a prospective adopter.

(b)

The adoption agency or local authority has given you written notice that it
has matched you with a child, and tells you the expected placement date.
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(c)

You have told the agency or local authority that you agree to the placement.

In a surrogacy case, you are entitled to adoption leave if all the following conditions
are met:
(a)

A surrogate mother gives birth to a child, who is biologically the child of
either you, or your spouse or partner (or both of you).

(b)

You expect to be given parental responsibility under a parental order from
the court. The child must live with you and you must apply for the parental
order within six months of birth.

In either case, only one parent can take adoption leave. If your spouse or partner
takes adoption leave with their employer you may be entitled to paternity leave. In
some cases, you may also qualify for shared parental leave. If you want further
information about shared parental leave, please request this from the Trust.
The maximum adoption leave entitlement is 52 weeks, consisting of 26 weeks'
Ordinary Adoption Leave (OAL) and 26 weeks' Additional Adoption Leave (AAL).
Notification Requirements
In an adoption or fostering for adoption case, you must tell us in writing of the
expected placement date, and your intended start date for adoption leave. You must
give this information not more than seven days after the agency or local authority
notifies you in writing that it has matched you with a child, or if that is not reasonably
practicable, as soon as you can.
Once you receive the matching certificate from the agency or local authority, you must
provide us with a copy.
In a surrogacy case, you must tell us in writing of your intention to take adoption leave
and give the expected week of childbirth (EWC). You must give this information by the
end of the 15th week before the EWC, or if that is not reasonably practicable, as soon
as you can. When the child is born you must tell us the date of birth.
We will write to you within 28 days of receiving your notification, to confirm your
expected return date assuming you take your full entitlement to adoption leave.
Starting Adoption Leave
In an adoption or fostering for adoption case, OAL may start on a date of your
choosing no more than 14 days before the expected placement date, or on the date of
placement itself, but no later.
If you want to change your intended start date please tell us in writing. You should
give as much notice as you can, but wherever possible you must tell us at least 28
days before the original intended start date (or the new start date if you are bringing
the date forward). We will write to you within 28 days to tell you your new expected
return date.
In a surrogacy case, OAL will start on the day the child is born, unless you are at
work, in which case it will start on the following day. You cannot change the start date.
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Adoption Pay
Statutory adoption pay (SAP) is payable for up to 39 weeks provided you have at least
26 weeks' continuous employment with us ending with the Qualifying Week (the week
in which the adoption agency or local authority notified you of a match, or the 15th
week before the EWC) and your average earnings are not less than the lower
earnings limit set by the government each tax year.
The first six weeks' SAP are paid at 90% of your average earnings and the remaining
33 weeks are at a rate set by the government each year.
Employees with less than 26 weeks’ service - Employees with less than 26 weeks’
continuous service with the Trust at the time of the adoption placement are entitled to
26 weeks’ unpaid leave with effect from the date of the adoption placement.
Employees with 26 weeks’ service but less than 1 years’ service - Employees
with 26 weeks’ continuous service ending with the week in which they are notified of
being matched with a child(ren) but less than 1 years’ service with the Trust will be
entitled to:
(a)
(b)
(c)

Up to a maximum of 52 weeks leave;
39 weeks at the current SAP rate or 90% average weekly pay, whichever is
the lower; and
13 weeks without pay

Employees with at least 1 years’ service who intend to return to work –
Employees who have 26 weeks’ continuous service ending with the week in which
they are notified of being matched with a child(ren) and at least one year’s continuous
service with the Trust are entitled to:
(a)
(b)
(c)
(d)
(e)

Up to a maximum of 52 weeks’ leave
6 weeks at 90% pay (offset by SAP)
12 weeks half pay plus SAP (subject to this not exceeding full pay)
21 weeks at the current SAP
13 weeks without pay

In order to receive occupational adoption pay you must first confirm in writing that you
intend to return to work for at least 3 months after your adoption leave (and any
shared parental leave in respect of the same child), and that you agree to repay any
occupational adoption pay (but not SAP) if you later decide not to work this minimum
period.
Where you do not return to work for at least 3 months after receipt of these adoption
provisions, you will be required to repay the 12 weeks of half pay.
Employees not intending to return to work following Adoption – Employees not
intending to return to work following their adoption leave are entitled to SAP only. If
you decide that you do wish to return to work and it is no later than 52 weeks after
commencing their adoption leave they will be entitled to receive the same provisions
as referred to in paragraph 0 (subject to the eligibility criteria set out above).
During Adoption Leave
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All the terms and conditions of your employment remain in force during OAL and AAL,
except for the terms relating to pay.
If you are a member of the pension scheme, we shall make employer pension
contributions during OAL and any further period of paid adoption leave based on your
normal salary, in accordance with the pension scheme rules. Any employee
contributions you make will be based on the amount of any adoption pay you are
receiving, unless you inform the Trust that you wish to make up any shortfall.
Keeping in Touch
We may make reasonable contact with you from time to time during
your adoption leave although we will keep this to a minimum. This may include
contacting you to discuss arrangements for your return to work.
You may work (including attending training) on up to ten "keeping-in-touch" days
during your adoption leave. This is not compulsory and must be discussed and agreed
with the Head Teacher.You will be paid at your normal basic rate of pay for time spent
working on a keeping-in-touch day and this will be inclusive of any adoption pay
entitlement.
Returning to Work
You must return to work on the expected return date unless you tell us otherwise. If
you wish to return to work early, you must give us at least 28 days’ notice of the date.
It is helpful if you give this notice in writing. You may be able to return later than the
expected return date if you request parental leave, which will be at our discretion.
You are normally entitled to return to work in the position you held before
starting adoption leave, on the same terms of employment. However, if you have
taken AAL (or have combined your adoption leave with more than four weeks of
parental leave) and it is not reasonably practicable for us to allow you to return to the
same position, we may give you another suitable and appropriate job on terms and
conditions that are not less favourable.
If you want to change your hours or other working arrangements on return
from adoption leave you should make a request under our Flexible Working Policy. It
is helpful if such requests are made as early as possible.
If you decide you do not want to return to work, you should give notice of resignation
in accordance with your contract of employment.
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