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INTRODUCTION 

Our Trust comprises Edmonton County Secondary School (Bury and Cambridge Campuses), Lea Valley 
Academy and Edmonton County Primary School. 

In 2018 we were granted permission by the Secretary of State for Education to open a Free Special School. 
The new school will be called Salmon’s Brook School and we anticipate opening the school in March 2022 

Our Academies provide an education for children aged 3-18 in North London. We have been educating young 
people in this part of London since 1919 and throughout that time our approach has been epitomised by high 
standards and academic excellence, a tradition that continues today. 

Our values of aspiration and achievement, personal responsibility, self-discipline and mutual respect are 
evident in all our work and result in young people who develop and grow as independent, resourceful and 
resilient individuals. 

Our commitment is that, working in partnership with parents, is to ensure all pupils get the best possible start 
in life and have the opportunity to gain academic qualifications to equip them well for the next stage of their 
life, but we provide so much more than that. Our vision is that by the time young people leave us they will 
have experienced a whole range of opportunities that not only build their mind but also build their character. 
As a result, they are fully prepared to be successful in their adult lives as workers, as parents and as partners. 

This handbook has been created in order to help you to get the best out of your role, explain some of the 
benefits you may be eligible for and to help you understand your obligations to the Trust and our obligations 
to you.  It sets out the behavioural standards we expect of our staff and the Trust’s policies and procedures. 

The handbook applies to all employees regardless of their status or length of service. Certain policies also 
apply to other workers (e.g. agency workers or consultants) and this is specified throughout. 

This handbook does not form part of and is not incorporated into your contract of employment, although it 
may form an aid to its construction. The policies and procedures outlined in this handbook will be applied at 
our discretion and we reserve the right to withdraw or vary the policies, procedures, benefits and rules 
described in this handbook. 

 

Dr Susan Tranter 

Chief Executive   
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ABSENCE PROCEDURE 

Introduction 

This policy aims to encourage you to achieve and maintain a high level of attendance throughout your working 
week. The Trust recognises that some absences may be necessary due to ill health. This can include short 
intermittent periods of illness, through to longer-term absences and may be caused by sickness, disease or 
injury. The Trust aims to understand the reasons for any absence and, in appropriate cases, to investigate 
the causes of absence and consider what measures we can take to assist you in achieving a prompt and 
successful return to work.  

General principles 

The Trust expects all staff to consistently achieve a high level of attendance. Your health and regular 
attendance at work is of primary concern to the Trust because all absence adversely affects the Trust’s 
performance and educational outcomes. The Trust may investigate any absence in order to satisfy itself that 
the absence is genuine and justified. 

If you do not comply with the absence notification or certification procedure, take excessive or unjustified time 
off, or do not achieve the desired standards of consistent attendance, this may (depending upon the 
circumstances) result in disciplinary action or action under the absence management procedure (see below). 

The Trust recognises that sickness absence may be disability related. We would encourage you to inform 
your manager of your disability, to enable us to consider whether there are reasonable adjustments that we 
could make to the requirements of the job, or other aspects of your working arrangements, to assist a prompt 
and successful return to work. 

The Trustees expect the Trust to: 

• Never ignore sickness absence 

• Always monitor attendance 

• Ensure that short term absences do not go unnoticed 

• Take swift action if the absence is work related 

• Keep accurate, up to date, employee attendance records 

• Develop and maintain an atmosphere that encourages people to come to work 

• Deal with each person as an individual  

• Handle attendance problems promptly and sensitively, in a supportive manner 

• Treat all staff fairly and consistently 

• Keep them informed about the Trust’s sickness absence rate 

Your obligations 

You are expected to: 

• Comply with the Trust’s sickness notification procedure. 

• Ensure medical advice and treatment, where appropriate, is received as quickly as possible in order 
to facilitate a return to work 

• Take and follow the medical advice and treatment offered  
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• Keep in regular touch (consistent with your medical condition) and inform the Head Teacher, or 
nominated person (or Chief Executive Officer in the case of a Head Teacher), of any significant 
developments affecting the period of absence.  

• Attend medical appointments promptly. 

Notification of absence 

If you are unavailable for work due to sickness, disease or injury the following procedure should be followed: 

• You must contact the Trust in accordance with your Contract of Employment and this policy. 

• Brief details of the reason for absence and, if possible, some indication of a return to work date should 
be given during this contact. The position in relation to current workload should be discussed in order 
to help the Trust make appropriate cover arrangements.  

• If your absence is the result of an accident or an injury sustained at work, then this information must 
be made known.  You should indicate if the incident has been reported, when it was reported and to 
whom.  

• If you are still unfit for work after three successive working days you must once again contact the 
Head Teacher or nominated person on the fourth day as to the likely duration of the absence.   

• The Conditions of Service for Teachers in England and Wales (the Burgundy Book) stipulate that a 
self-certificate should be completed from not later than the fourth working day of absence. 

• A doctor’s Statement of Fitness for Work must be provided by all staff where sickness absence lasts 
beyond 7 calendar days.  

• The doctor’s statement must be forwarded to the Head Teacher, or nominated person, to reach them 
on or before the eighth day of absence.  

• If more than one doctor’s statement is required for any period of absence, you must keep the Head 
Teacher, or nominated person, informed of developments on a weekly basis. This is to ensure that 
the educational needs of the Trust are fulfilled and to give you the opportunity to indicate if there are 
any ways in which the Trust can support you and to give you the opportunity (if you wish it) to be kept 
up to date with developments in the Trust.  

The requirement for weekly contact may be relaxed by the Trust if a doctor’s Statement of Fitness for Work 
indicates that such contact would hamper your return to work or by agreement between you and the Trust. 

Return to work meeting 

After every absence your line manager must discuss with you:  

• the reasons for your absence 

• the appropriate notification has been completed 

• your fitness to work and  

• whether there are any issues which require particular support from the Trust. 

A record of this return to work discussion should be placed on your personnel file. 

Your line manager may use the return to work discussion as an opportunity to bring you up to date with 
developments within the Trust during your absence. 

It is anticipated that a return to work discussion would normally last between 5 to 10 minutes. 
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Because of the nature of the medical condition you may prefer not to discuss the reasons for absence with 
your line manager and in that case you may hold the return to work discussion with a member of the Senior 
Leadership Team. 

Occupational health 

The Trust may at any time it considers appropriate refer you to Occupational Health for an assessment of: 

• Your health 

• Its impact on your attendance at work 

• Its impact on your fitness to perform the duties required by your employment 

• Its impact on your ability to attend formal meetings or interviews under any other procedure 

• What steps the Trust could take to improve your health and/or attendance 

 and you are expected to cooperate with such referrals.   

If you decide not to engage with the Occupational Health referral the Trust will proceed to make decisions 
without the benefit of medical advice. 

Before making any decision to dismiss on notice under this Sickness Absence Policy and Procedure the Trust 
will have referred you for at least one occupational health assessment. 

Unauthorised absence 

Absence which has not been reported under the absence notification procedure (see below) will be treated 
as unauthorised absence. Unjustified unauthorised absence will be dealt with under the Trust’s Disciplinary 
Policy. 

If there are exceptional circumstances justifying your unauthorised absence from work (e.g. a domestic 
emergency, or the sudden death or illness of a dependant), you should telephone [your manager OR []] as 
soon as possible to explain the reason for your unexpected absence and to indicate how long you expect to 
be absent for.  Please see the Domestic Emergencies Policy for further information. 

Absence management procedure 

Absence Reviewer, Final Absence Reviewer and Appeal Manager 

Employee 
Level Absence Reviewer Final Absence 

Reviewer 
Appeal Manager (re 
Written Warnings) 

Appeal 
Manager  (re 
Dismissal) 

Head 
Teacher 

Chief Executive 
Officer  

Trustee’ Absence 
Panel appointed by 
the Chair of 
Governors/Chair of 
Trustees 

A non-staff Trustee 
appointed by the 
appointed by the 
Chair of 
Governors/Chair of 
Trustees 

Trustee’ 
Appeal 
Panel, 
appointed by 
the appointed 
by the Chair 
of 
Governors/C
hair of 
Trustees 
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Employee 
Level Absence Reviewer Final Absence 

Reviewer 
Appeal Manager (re 
Written Warnings) 

Appeal 
Manager  (re 
Dismissal) 

Other 
Leadership 
Spine 

Head Teacher Headteacher 

Trustee’ Absence 
Panel appointed by 
the Chair of 
Governors/Chair of 
Trustees and 
including the CEO 

Trustee’ 
Absence 
Panel 

Other 
Teaching 
Staff 

A member of the 
Leadership Team 
(other than the 
Head Teacher) 
appointed by the 
Head Teacher 

Head Teacher 

Trustee’ Absence 
Panel appointed by 
the Chair of 
Governors/Chair of 
Trustees and 
including the CEO 

Trustee 
Appeal Panel 

Other 
Support Staff 

A member of the 
Leadership Team 
(other than the 
Head Teacher) 
appointed by the 
Head Teacher 

Head Teacher 

Trustee’ Absence 
Panel appointed by 
the Chair of 
Governors/Chair of 
Trustees and 
including the CEO 

Trustee 
Appeal Panel 

 

Intermittent persistent absence 

Persistent intermittent sickness absence can be defined as frequent short-term absences from work that are 
normally sporadic and attributable to minor ailments, in many cases unconnected.   

Managerial problems are created by the frequency of the absence and the reasons behind the absence.  It 
can only be addressed effectively through proper monitoring systems and effective management action. 

Triggers 

Whilst each case of sickness absence should be considered individually, the following triggers will normally 
lead to a Formal Absence Review Meeting: 

• Sickness absence of 10 or more working days in any 12 month period, accrued over 3 periods of 
absence or more. 

• Sickness absence of 6 or more days accrued over 2 or more periods in any 6 month period. 

• Two periods of sickness absence both lasting 4 or more days in any 12 month period. 

• Any levels of absence which show a trend or pattern e.g. Friday – Monday absences, monthly dates 
(e.g. last Friday every month) and any other notable dates. 

Long term absence 

Long-term absence is where an employee is absent from work for a considerable number of weeks or months 
as the result of a serious health problem. It can normally be distinguished from frequent intermittent absence 
in that it tends to be continuous and usually can be traced to an underlying medical condition. 

Trigger 

An absence lasting 4 working weeks will normally lead to a Formal Absence Review Meeting.  
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Formal absence review meetings 

Before the formal Absence Review Meeting, the Absence Reviewer shall send you an Absence Report: 

• Setting out your absences from work indicating the reasons given for the absence. 

• Setting out any suggestions made by you or the Trust to make reasonable adjustments (if applicable) 
to working arrangements that could reduce your absence or assist your return to work. 

• Including copies of self-certificates, Statements of Fitness to Work from your doctor and all medical 
reports including those from Occupational Health. 

At a formal Absence Review Meeting you will have the opportunity to: 

• Present any medical evidence in your possession.  

• Make suggestions about managing your return to work including any phased return to work or change 
in hours. 

• Make suggestions of other reasonable adjustments (if applicable) that could be made.  

Formal responses 

The Absence Reviewer may (in addition to making an occupational health referral) undertake the following 
formal responses: 

Reasonable adjustments to working arrangements 

These will vary on a case by case basis depending on the medical condition identified.  

A First Written Warning 

In the context of a persistent intermittent absence this will normally be a warning that if you are absent from 
work for two or more days in the period of the next six months you will be at risk of a Final Written Warning. 

In the context of a long term sickness absence this will normally be a warning that if you are not fully back to 
work within between 4-12 working weeks there will be a further Formal Absence Review Meeting. The precise 
number of working weeks will be set by reference to the available medical evidence. 

A Final Written Warning 

In the context of a persistent intermittent absence this will normally be a warning that if you are absent from 
work at all in the period of the next six months you will be at risk of a dismissal. 

In the context of long term sickness absence this will normally be a warning that if you are not fully back to 
work within between 4-12 working weeks you will be referred to the Final Absence Reviewer which could lead 
to termination of employment. The precise number of working weeks will be set by reference to the available 
medical evidence. 

The Final Absence Reviewer may (in addition to the responses available to the Absence Reviewer) undertake 
the following response: 

Dismissal with Notice 

In coming to such a decision in relation to a case of persistent intermittent absence the Final Absence 
Reviewer will consider:  

• The total absence and pattern of absence 
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• The available medical prognosis 

• Advice from occupational health 

• The reasons advanced for the absence 

• How long the employee has worked for the Trust 

• Is the job a key job?  If so, how long can the Trust effectively function without that contribution. 

• What additional demands has the persistent intermittent absence generated for other employees and 
the Trust 

• Whether other reasonable adjustments (if applicable) have been considered 

• Whether other reasonable adjustments (if applicable) have been made and if so whether they were 
effective 

In coming to such a decision in relation to a case of long term absence the Final Absence Reviewer will 
consider:  

• The available medical prognosis 

• Advice from occupational health 

• Is complete recovery likely and, if so, when. 

• How long the employee has worked for the Trust, 

• Whether alternative employment or a transfer is available, suitable and acceptable 

• Whether Ill-health retirement has been explored. 

• Whether other reasonable adjustments (if applicable) have been considered 

• Whether other reasonable adjustments (if applicable) have been made and if so whether they were 
effective. 

You may appeal against a written warning by writing to the Clerk to Governors within 5 working days of being 
sent the warning. 

You may appeal against a dismissal on notice by writing to the Clerk to Governors within 10 working days of 
being sent the notification of termination.  

The fact of the appeal does not delay the commencement of any period under any warning or of any notice 
period.  

If your contract contains a payment in lieu of notice clause the Trust may exercise that clause to bring your 
contract to an end with immediate effect. 

Any appeal should normally be heard within 20 working days of the Trust receiving your appeal. 

Governor body panels 

Trustee’ Absence and Appeal Panels shall comprise three non-staff Trustees not previously involved in the 
matter. 

In the event that there are insufficient numbers of Trustee available to participate in a Panel, the Chair of 
Trustees or Vice-Chair of Trustees as appropriate may appoint associate members. 
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Right to be accompanied 

If you are the subject of any formal absence review meeting, you may be accompanied by a companion who 
must be either a willing work colleague not involved in the substance of absence issues related to you or an 
accredited trade union representative of a union recognised by the Trust.   

You must let the relevant Reviewer or Manager know who your companion will be at least one working day 
before the relevant meeting.  

If you have any particular need, for example, a disability which causes you a substantial disadvantage, 
adjustments may be made to the procedure to allow you to participate and in limited circumstances this may 
include allowing you be accompanied by someone other than a trade union representative or a colleague. 

Your companion can address the meeting in order to: 

• put your case 

• sum up your case 

• respond on your behalf to any view expressed at the meeting. 

Your companion can also confer with you during the meeting. 

Your companion has no right to answer questions on your behalf, or to address the meeting if you do not 
wish it, or to prevent you from explaining your case. 

Where you have identified your companion to the relevant Reviewer or Manager and your companion has 
confirmed in writing to the relevant Reviewer or Manager that they cannot attend the date or time set for the 
meeting, the relevant Reviewer or Manager will postpone the meeting for no more than five working days 
from the date set by the Trust to a date or time agreed with your companion provided that it is reasonable. 

Timing of meetings 

Meetings under this procedure may: 

• need to be held when you were timetabled to teach.  

• exceptionally be held during planning preparation and administration time if this does not impact on 
lesson preparation. 

• be held after the end of the Trust day.  

• not be held on days on which you would not ordinarily work. 

Meetings may be held in the absence of an employee in the event you are not able to attend a scheduled 
meeting and it is considered appropriate by the Trust to do so in relevant circumstances. 

Venue for meetings 

The relevant Reviewer or Manager can hold the meeting off the Trust site to minimise any distress to the 
employee.  

EQUAL OPPORTUNITIES POLICY 

Introduction 

We are committed as a Trust to promoting equality of opportunity.  We aim to create a working environment 
in which our workforce is able to make best use of their skills, free from discrimination or harassment. 
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This policy applies to employees (and ex-employees) and to individuals such as agency staff, consultants 
and casual staff who are not our employees, but who undertake work for the Trust (Staff).  It also applies to 
people who have applied for work with the Trust (Applicants). 

The Trust will not unjustifiably discriminate against our Staff or Applicants on the basis of their sex, marital or 
civil partner status, gender reassignment, sexual orientation, race, colour, nationality, ethnic or national origin, 
religion or belief, pregnancy or maternity, disability or age (Protected Characteristics). 

The Trust also recognises and supports the rights of fixed-term and part-time workers not to be treated less 
favourably because of their status. The policy applies equally to the way we treat our visitors, clients, 
customers and suppliers (Third Parties) and the way they, in turn, treat you. 

Principle of non-discrimination 

All Staff have a duty to act in accordance with this policy at all times. This duty extends beyond the workplace 
and can include behaviour outside of the workplace (e.g. at social functions, or via social media). 

Directors and managers have a specific responsibility to set an appropriate standard of behaviour, to lead by 
example and to ensure that the Staff that they manage adhere to our Equal Opportunities Policy. 

You should treat other members of Staff, Applicants and Third Parties with dignity at all times and must not 
discriminate against them.  You must ensure that you familiarise yourself with this policy and must act in 
accordance with its aims and objectives at all times. 

In some situations, the Trust may be at risk of being held responsible for your discriminatory acts, so we will 
not tolerate any discriminatory practices or behaviour. Your attention is also drawn to our Dignity at Work 
Policy. 

The Trust will not tolerate any discriminatory behaviour by Third Parties towards our Staff. 

All Staff will be given training on equal opportunities and dignity at work. 

Scope of policy 

This policy applies to all aspects of the Trust’s relationship with Staff and Applicants, and to relations between 
Staff members at all levels.  This includes job advertisements, recruitment and selection, training and 
development, opportunities for promotion, conditions of service, pay and benefits, conduct at work, grievance 
and disciplinary procedures, termination of employment and the provision of references. 

The policy also applies to all aspects of our relationship and interaction with Third Parties. 

What is discrimination? 

Discrimination by, or against, members of Staff is generally prohibited unless there is a specific legal 
exemption. In some circumstances, discrimination against Third Parties will also be unlawful. 

There are many forms of discrimination and it may occur intentionally or unintentionally. The following forms 
of discrimination, unless objectively justified or otherwise exempt, are both unlawful and strictly forbidden 
under this policy: 

 

Type Description Examples Is there a defence? 

Direct 
Discrimination 

Treating someone less 
favourably because of a 
Protected Characteristic. 

This can be a Protected 
Characteristic: 

Rejecting a job applicant 
on the grounds of their age 
because they would not “fit 
in” with a young team. 

Direct discrimination of the 
basis of “age” can 
sometimes be objectively 
justified. 

There is no defence to 
direct discrimination based 
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− they hold; 

− they are perceived to 
hold; or 

− held by someone they 
associate with. 

Not promoting an 
employee because they 
are perceived to be gay. 

Failing to hire a woman 
because her husband is 
black. 

on other Protected 
Characteristics. 

However, rarely, an 
occupational requirement 
can permit direct 
discrimination e.g. the 
need to a personal carer to 
be the same sex as the 
care recipient. 

Indirect 
Discrimination 

Applying a provision, 
criterion or practice that 
applies to everyone 
equally, but which 
adversely affects people 
with a particular Protected 
Characteristic more than 
others, and is not justified. 

A requirement to be a 
minimum height may put 
women at a particular 
disadvantage because 
they are generally shorter 
than men. It may also 
disadvantage particular 
ethnic groups whose 
stature tends to be 
shorter. 

A rule that all male 
employees must be clean-
shaven will put men of 
certain faiths at a 
disadvantage. 

A requirement all 
employees (irrespective of 
whether it is a necessary 
requirement of their role) 
to speak fluent English will 
disadvantage individuals 
from non-English 
speaking countries. 

A requirement that job 
candidates have 10 years’ 
relevant experience (when 
this is not justified by the 
role in question) will 
disadvantage younger 
candidates. 

Such requirements, 
provisions or practices 
are sometimes 
objectively justified and 
thus lawful. To be 
objectively justified, it 
must be a proportionate 
means of achieving a 
legitimate aim (e.g. a rule 
designed to meet an 
actual physical 
requirement of the job, or 
for health and safety 
reasons). 

Harassment Sexual harassment 

Other unwanted conduct 
related to a Protected 
Characteristic, which has 
the purpose or effect of 
violating someone’s 
dignity or creating an 
intimidating, hostile, 
degrading, humiliating or 
offensive environment for 
them. 

Making sexually 
suggestive comments to a 
colleague. 

A manager asking a junior 
member of their team for 
sexual favours to secure a 
promotion. 

Isolating a Muslim 
colleague and making 
“jokes” and comments 
about his family being 
involved in terrorism. 

No 

Victimisation Retaliation against 
someone who has 
complained or has 

Moving an employee to a 
different team because 

No 
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supported someone else’s 
complaint about 
discrimination or 
harassment 

they were a witness in a 
discrimination complaint. 

Refusing to give a former 
employee a reference (or 
giving them a negative 
one) because they 
brought a discrimination 
claim. 

Disability 
Discrimination 

Direct and indirect 
discrimination (see above) 
based upon a physical or 
mental disability (which 
may be apparent or 
invisible). 

Any unjustified less 
favourable treatment 
because of the effects of a 
disability. 

Failure to make 
reasonable adjustments to 
alleviate disadvantages 
caused by a disability 

Refusing to hire someone 
for a job as a receptionist 
because they are in a 
wheelchair. 

Unjustifiably terminating a 
disabled employee’s 
employment because they 
have had a period of 
disability-related absence. 

Failure to install software 
on an employee’s 
computer to minimise the 
disadvantages caused by 
their Dyslexia. 

Direct discrimination: No. 

Indirect discrimination: is 
sometimes objectively 
justified (see above). 

Discrimination arising 
from disability: is 
sometimes objectively 
justified (see above). 

Failure to make 
reasonable adjustments: 
No (provided the 
adjustment is 
“reasonable” in all the 
circumstances). 

 

Disabilities 

If you are disabled, or become disabled in the course of your employment with us, you are encouraged to tell 
us about your condition so that we can support you as appropriate. You are considered to be disabled if one 
of the following applies: 

• You are diagnosed with HIV, multiple sclerosis or cancer; 

• You are certified blind, severely sight impaired or partially sighted by a consultant ophthalmologist; 
or 

• You have a physical or mental impairment, which has a substantial and long-term impact upon your 
ability to carry out normal day-to-day activities. 

For these purposes, substantial means more than “minor” or “trivial”, and long-term means it has lasted (or 
is likely to last for at least 12 months or to recur). 

The impact on day-to-day activities can, for example, relate to: 

• Mobility; 

• Manual dexterity; 

• Physical co-ordination; 

• Continence; 



Edmonton Academy Trust Handbook 
 

Page | 14 
 

• Ability to lift, carry or move everyday objects. 

• Speech, hearing or eyesight; 

• Memory or ability to concentrate, learn or understand; 

• Perception of the risk of physical danger. 

Reasonable adjustments 

You may also wish to discuss with your manager any reasonable adjustments to your working conditions, or 
the duties of your job, which you consider would assist you.  Your manager may wish to consult with you and 
with medical adviser(s) about possible reasonable adjustments. 

Careful consideration will be given to any such proposals and they will be accommodated where possible 
and proportionate to the needs of your job.  If we consider a particular adjustment would not be reasonable 
we will explain our reasons and try to find an alternative solution where possible. 

Religion and other beliefs 

If your religious or other beliefs impact upon your ability to carry out your job, or make it difficult for you to 
comply with our rules or procedures (e.g. our dress code, or hours of work), you should discuss this with your 
manager in the first instance. Wherever possible, the Trust aims to accommodate the diverse religions, beliefs 
and cultures of our Staff, whilst striking a fair balance in each case between your needs and the needs of the 
Trust. 

Recruitment and selection 

The Trust aims to ensure that no Applicant suffers discrimination because of any of the Protected 
Characteristics. Recruitment procedures are regularly reviewed to ensure that Applicants are treated on the 
basis of their relevant merits and abilities. 

Job advertisements 

Job advertisements should avoid stereotyping or using wording that may discourage groups with a particular 
Protected Characteristic from applying.  They should include an appropriate short policy statement on equal 
opportunities. 

The Trust will ensure that vacancies are advertised to a diverse labour market. Where appropriate, the Chief 
Executive may authorise the use of lawful exemptions to recruit a suitably qualified person with a particular 
Protected Characteristic. 

Job selection criteria 

Job selection criteria must be both relevant to the job and proportionate in the circumstances.  There should 
be a direct and precise connection between the duties and the selection criteria.  The aim in each case is to 
fairly assess the Applicant’s ability to do the job. Irrelevant criteria should not be used. Unless a specific 
exemption applies (e.g. an occupational requirement), the criteria should be assessed to ensure they are not 
directly or indirect discriminatory (see above). 

Interview questions 

Interview questions should always be job-related and designed to find out if the Applicant has the appropriate 
qualifications, skills, attributes and experience for the job. 

Applicants should not be asked about health or disability before a job offer is made. There are limited 
exceptions to this rule which should only be used with the approval of the Chief Executive. For example: 

• Questions necessary to establish if an applicant can perform an intrinsic part of the job (subject to 
any reasonable adjustments); 
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• Questions to establish if an applicant is fit to attend an assessment, or identify any reasonable 
adjustments that may be needed at interview or assessment; or 

• Equal opportunities monitoring (which will not form part of the decision-making process). 

Where necessary, job offers can be made conditional on a satisfactory medical check. 

Applicants should not be asked about past or current pregnancy, future intentions related to pregnancy, or 
their domestic circumstances. Nor should they be asked questions about their race or ethnic origin, faith, 
sexual orientation, marital status or other irrelevant matters relating to their Protected Characteristics. 

During employment 

Staff training needs will be identified through regular staff appraisals. Staff will be given an equal opportunity 
to access training to enable them to progress within the Trust.  All promotion decisions will be made on the 
basis of merit and any promotion opportunities will be advertised internally. 

The Trust does not discriminate in the provision of, or place unlawful obstacles to access, our conditions of 
service, benefits and facilities offered to our Staff. 

Termination of employment 

Our disciplinary procedures, redundancy criteria and other dismissal procedures seek to be fair and objective 
and not to discriminate against Staff.  Unless objectively justified, no account should be made of an 
individual’s Protected Characteristics (or matters arising from that Protected Characteristic) when deciding 
whether or not to terminate employment. 

Breaches of the policy 

If you believe that you may have been discriminated against, you can raise the matter through the Trust’s 
grievance procedure.  If you believe that you have been subject to harassment, you should raise the matter 
through our Dignity at Work Policy.  If you are uncertain which applies, or need advice on how to proceed, 
you should speak to your manager or HR. Allegations regarding potential breaches of this policy will be 
treated in confidence and investigated in accordance with the relevant procedure. Depending upon the 
seriousness and the nature of the complaint, the Trust may take disciplinary action in relation to the 
individual(s) responsible for the discriminatory treatment. In serious cases, such behaviour may constitute 
gross misconduct and, as such, may result in summary dismissal. The Trust will always take a strict approach 
to serious breaches of this policy. 

Staff who make such allegations in good faith will not be victimised or treated less favourably as a result. 
However, false allegations of a breach in this policy, which are found to have been made in bad faith, will be 
dealt with under our Disciplinary Procedure. 

GRIEVANCE PROCEDURE 

Introduction 

The Trust is committed to promoting effective working relationships and an environment in which employees 
feel able to raise work-related issues. This procedure provides a framework for the quick and effective 
resolution of difficulties or disputes that may arise in the workplace. The aim of the procedure is to ensure 
that employees who feel aggrieved about the way they have been treated, either by management or by their 
colleagues, are given the opportunity to express their views and to have the issues resolved in a fair and 
speedy manner. 

This procedure applies to all employees regardless of length of service. It does not apply to other workers. 

What is a grievance? 

Examples of issues which may cause grievances (which are not exhaustive) include: 
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Terms and conditions of employment (e.g. pay, working hours) 

Health and safety concerns or concerns about your working environment 

The size of your workload, or the nature of the tasks you are being required to perform 

Being treated less favourably than a colleague in similar circumstances 

Being subjected to a detriment for unlawful reasons (e.g. because of trade union membership) 

The implementation of new working practices 

Organisational change or restructuring of the business 

Discrimination (e.g. unequal access to training or promotion) 

Bullying or harassment 

Note: This procedure should not be used for complaints relating to: 

This procedure cannot be used to: 

• complain about the use of any other procedure or process (e.g. disciplinary, capability, restructuring 
etc.) in relation to you whilst that procedure is being followed; 

• appeal against any formal or informal disciplinary sanction; 

• appeal against any decision to terminate your employment whether on grounds of ill-health, 
incapacity, redundancy, poor performance or other grounds; 

• appeal against selection for redundancy; 

• complain about any matter that forms a collective grievance where the appropriate mechanism is for 
representations to be made by the appropriate trade union representatives; 

• complain about any matter which is properly the subject of a statutory consultation process; 

• complain about matters which have been or should have brought under the Trust’s Whistleblowing 
Policy or 

• complain about matters which are more than three months old (though this shall not prevent you 
referring to matters more than three months old in relation to a grievance which is otherwise live. 

The primary purpose of this procedure is to resolve current grievances. 

The primary purpose is not to make findings of fact on historical matters (though this may be required in 
resolving some grievances).  

The Trust’s focus is on the remedial steps required to resolve a grievance. 

The Trust shall not normally seek to resolve grievances raised after an employee has ceased to be an 
employee, under this procedure. 

Informal resolution 

Wherever possible, grievances should be resolved informally without recourse to formal procedures. The 
grievance procedure should not be used as a substitute for normal day-to-day discussions.  Most grievances 
can be resolved quickly and informally through discussion with your manager. If you feel unable to speak to 
your manager (e.g. because the complaint concerns him or her), then you should speak informally to a 
manager you trust or HR. 

Formal procedure 
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If it proves impossible to resolve a grievance informally, the formal grievance procedure should be followed. 
It is expected that individuals will enter into the formal grievance procedure in good faith, with the aim of 
resolving a particular issue.  Any staff member who deliberately provides false information, or otherwise acts 
in bad faith as part of an investigation, may be subject to action under our Disciplinary Procedure. 

Written complaint 

You should put your complaint in writing and submit it to the relevant person as set out below. You should 
specify that you wish your compliant to be considered under the grievance procedure and set out full details 
of the: 

• Reason(s) for your complaint; 

• Name(s) of any individuals involved and/or of any witnesses; 

• Date(s) and time(s) when any key incidents or events occurred; and 

• Evidence you have to support your compliant. 

The Grievance Manager where possible should be someone not personally involved in the matter which is 
the subject of the grievance and will be appointed as follows on the basis of the subject matter of the grievance: 

Your grievance relates to 

 

Stage 1 Grievance Manager 

 

Stage 2 Grievance 
Manager 

Pupils, parents or staff (other than the 
Head Teacher) The Head Teacher 

 

Chief Executive Officer 

 

The Head Teacher 
Chief Executive Officer 

 

 

Appeal Panel appointed by 
the Chair of 
Governors/Chair of 
Trustees 

 

A Trustee(other than the [Chair of 
Governors/Chair of Trustees/Chief 
Executive Officer]) 

Chief Executive Officer 

 

 

Appeal Panel appointed by 
the Chair of Trustees 

 

Chief Executive Officer 

 

Chair of Governors at the 
school where either the 
employee is based or the 
child attends 

Appeal Panel appointed by 
the Chair of Trustees 

 

The Chair of Governors/Chair of 
Trustees 

The Vice [Chair of 
Governors/Chair of Trustees] 
or another non-staff 
Trustee(other than the Chair 
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of Governors/Chair of 
Trustees nominated by the 
Clerk to Governors  

Appeal Panel appointed by 
the Vice Chair of Trustees 

 

The whole body of Trustees A panel of Trustees 

 

Trustee Appeal Panel 

 

  

This may be subject to change depending on the circumstances of the case. 

Investigation 

Grievances will be investigated in a timely, sensitive manner. They are treated confidentially and details of 
your grievance will only be shared on a “needs to know” basis. A thorough, impartial and objective 
investigation will be conducted, wherever possible, by someone with no prior involvement in the complaint. 
The instigative process will usually have the following steps: 

• Initial meeting with complainant – the complainant will be invited to a meeting to give the investigator 
a full account of the events/allegations and to provide details of any evidence/witnesses. The 
complainant can be accompanied by a colleague/trade union representative (although we may, at 
our discretion, permit a different kind of companion where this will help overcome particular difficulties 
caused by a disability or a language barrier). 

• Speak to any witnesses / consider evidence – the investigator may meet with any individuals involved 
and/or any witnesses, and will consider any evidence. If any allegations made relate to the conduct 
of an individual, they will be given an opportunity explain their version of events and/or any reasons 
for their behaviour. 

• Investigation report – upon completing the investigation, the investigator will submit a report to a 
senior manager or director nominated to consider the grievance. 

A written note will normally be taken of any investigative meetings.  Recording of investigative meetings (by 
tape, Dictaphone, mp3 or other media) will not normally be permitted. 

Action following the investigation 

The senior manager/director will review the investigation report and any evidence/witness statements before 
reaching a decision as to whether any the grievance is upheld. The decision will be confirmed in writing with 
full reasons for any findings. 

If a grievance is upheld, prompt action will be taken to address the problem.  If a complaint relates to the 
conduct of a member of our staff, action may be taken against them under our Performance Management or 
Disciplinary Procedures.  

Appeal 

If the complainant is not satisfied with the outcome of the investigation, they can appeal the decision within 
one week of being notified of the outcome by writing to the appropriate appeal manager stating the full 
grounds of appeal. The Trust will hold an appeal meeting (at which the appellant may be accompanied by a 
colleague/trade union representative) normally within one week of receiving any appeal.  A written note will 
usually be taken of any appeal hearing.  Recording of appeal hearings (by tape, Dictaphone, mp3 or other 
media) will not normally be permitted. 

Wherever possible, the appeal will be dealt with impartially by a more senior manager/director, who will inform 
the appellant and any other staff involved of the outcome as soon as possible. They may confirm or revoke 
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the original decision, or substitute a different outcome. This is the final stage of the procedure – there is no 
further right of appeal. 

Protection for those bringing a grievance or assisting an investigation 

Employees who make complaints or who participate in good faith in any investigation conducted under this 
formal grievance procedure will not suffer any form of retaliation or victimisation as a result.  If you believe 
you have suffered any such treatment, you should inform your manager in the first instance. If the matter is 
not remedied you should raise it formally using the Grievance Procedure. 

Right to be accompanied / acting as a companion 

If you are an employee and have presented a grievance, you can be accompanied at any meetings under 
this procedure by a companion who must be either a willing work colleague not involved in the subject matter 
of your grievance and or an accredited trade union representative of a union recognised by the Trust.   

You must let the relevant Manager know who your companion will be at least one working day before the 
relevant meeting.  

If you have any particular need, for example, a disability which causes you a substantial disadvantage, 
adjustments may be made to the procedure to allow you to participate and in limited circumstances this may 
include allowing you be accompanied by someone other than a trade union representative or a colleague. 

Your companion can address the meeting in order to: 

• put your case 

• sum up your case 

• respond on your behalf to any view expressed at the meeting. 

Your companion can also confer with you during the meeting. 

Your companion has no right to answer questions on your behalf, or to address the meeting if you do not 
wish it, or to prevent you from explaining your case. 

Where you have identified your companion to the relevant Manager and your companion has confirmed in 
writing to the relevant Manager that they cannot attend the date or time set for the meeting, the relevant 
Manager will postpone the meeting for no more than five working days from the date set by the Trust to a 
date or time agreed with your companion provided that it is reasonable. 

Confidentiality and transparency 

Proceedings and records of any grievance will be kept as confidential as possible but you must appreciate 
that circumstances can mean that grievances cannot always be dealt with on an entirely confidential basis.   

A grievance you raise could result in the instigation of disciplinary action in respect of another employee and 
to protect the confidentiality of that process, the Trust may not be able to inform you of the fact of the 
disciplinary process or of the disciplinary action which has been taken as a result of your grievance.   

You should not disclose the fact of or content of any grievance to any employee or third party without the 
express consent of the Grievance Manager (except that you are allowed to approach a prospective 
companion or your trade union representative). 

At the conclusion of your grievance and after any related disciplinary or other processes have been completed, 
a report will be presented to the non-staff Trustees at a full meeting of Trustees as a confidential item. This 
report will not identify you but will identify the content of your complaint so that Trustees are aware of any 
concerns that are being raised by staff and are assured that processes to resolve concerns are operating 
effectively. 
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Timing of meetings 

Meetings under this procedure may: 

• need to be held when you were timetabled to teach.  

• exceptionally be held during planning preparation and administration time if this does not impact on 
lesson preparation. 

• may be held after the end of the school day.  

• may not be held on days on which would not ordinarily work. 

Meetings may take place in the absence of an employee in the event they are not able to attend a scheduled 
meeting and it is considered appropriate by the Trust to do so in the relevant circumstances. 

Venue for meetings 

If your complaint raises sensitive issues, the Grievance Manager may hold the meeting off the Trust site. 

DIGNITY AT WORK POLICY 

Introduction 

The purpose of this policy is to ensure that all the Trust’s employees, and individuals such as agency staff, 
consultants and casual staff who are not our employees, but who undertake work for the Trust (Staff) are 
treated with dignity and respect and are free from harassment, intimidation or other forms of bullying at work. 
We are committed to identifying and wherever possible eliminating such unlawful behaviour. 

This policy covers harassment or bullying which occurs both in and out of the workplace (e.g. on business 
trips, at work-related social functions or via social media). It covers bullying and harassment by staff and also 
by our customers, suppliers or visitors to our premises (Third Parties). 

You must treat your colleagues with dignity and respect at all times. You should always consider whether 
your words or conduct could be offensive to another Staff member. Even unintentional harassment or bullying 
is unacceptable. 

The Trust will take allegations of harassment or bullying seriously and address them promptly. Harassment 
or bullying by a member of Staff will be treated as misconduct under our Disciplinary Procedure. In serious 
cases, it may amount to gross misconduct leading to summary dismissal. 

This policy should be read in conjunction with the Trust’s Equal Opportunities Policy and Grievance 
Procedure. 

Legal position 

Harassment related to age, disability, gender reassignment, marital or civil partner status, pregnancy or 
maternity, race, colour, nationality, ethnic or national origin, religion or belief, sex or sexual orientation (the 
Protected Characteristics) is unlawful under the provisions of the Equality Act 2010. 

The Protection from Harassment Act 1997 also makes it unlawful to pursue a course of conduct which you 
know or ought to know would be harassment, which includes causing someone alarm or distress. 

Under the Health and Safety at Work Act 1974, workers are entitled to a safe place and system of work. This 
includes a workplace free from harassment, intimidation and bullying. 

Who is liable? 

The Trust may, in some circumstances, be held legally liable for any acts of bullying or harassment conducted 
during the course of your employment. 
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Individual members of Staff may in some cases be legally liable for harassment of colleagues or third parties 
(e.g. customers), and may be ordered to personally pay an unlimited amount of compensation by a court or 
employment tribunal. 

In extreme cases, a Staff member committing an act of racial or religious bullying or harassment, may commit 
a criminal offence if they say or do something which is threatening, abusive or insulting, with the intention of 
inciting racial or religious hatred (or which has the effect of increasing the likelihood of racial hatred being 
stirred up). 

What is harassment? 

Harassment is any unwanted physical, verbal or non-verbal conduct, which has the purpose of violating a 
person’s dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment for them. 
It also includes treating someone less favourably because they have submitted or refused to submit to such 
behaviour in the past. 

It may be a single incident, or multiple incidents amounting to a course of conduct. Conduct can amount to 
harassment even if it is only unwanted by, or offensive to, one individual. A person may be harassed even if 
they were not the intended “target” (e.g. a person may be harassed by racist jokes about a different ethnic 
group if they create an offensive environment). 

Examples of harassment (which are not exhaustive) include: 

Unnecessary or unwanted physical contact, the invasion of personal space, pushing, grabbing or more 
serious forms of physical assault. 

Unwelcome sexual advances or sexually suggestive behaviour. This may involve propositions or 
advances (which might be perceived by the offender to be harmless flirting), pressure for sexual activity, 
or suggestions that sexual favours may further an employee’s career (or that refusal of sexual favours 
may hinder it). It includes touching or brushing against another worker’s body and sexual assault. 

Continued suggestions for social activity 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 display or circulation of offensive pictures, objects or written materials (including e-mails, text 
messages, status updates or tweets on social media sites, video clips and images sent by mobile phone 
or posted on the internet) which, for example, may be considered offensive by persons holding a 
particular Protected Characteristic. 

Mocking, mimicking or belittling a person’s disability. 

Making racist, sexist, homophobic or ageist jokes, or derogatory or stereotypical remarks about a 
particular ethnic or religious group or gender. 

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

 

What is bullying? 

Bullying is offensive, intimidating, malicious or insulting behaviour so as to make a person feel vulnerable, 
upset, humiliated, undermined or threatened. It may involve the misuse of power (e.g. a position of authority, 
personal strength or the power to coerce through fear or intimidation). Bullying can take the form of physical, 
verbal and non-verbal conduct. 

Examples of bullying (which are not exhaustive) include: 

Shouting at, being sarcastic towards, ridiculing or demeaning others. 

Physical or psychological threats. 
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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. 

Deliberately excluding someone from meetings or communications without good reason. 

 

Bullying does not include legitimate and constructive criticism of a worker’s performance or behaviour, or 
reasonable requests made of Staff members. 

Dignity at work complaints 

Our dignity at work complaints procedure is broken into informal resolution and a formal complaints procedure. 
It is often possible to resolve matters at an early stage via informal resolution. However, in serious cases, 
you may wish to proceed immediately to making a formal complaint. 

Informal resolution 

If you consider that you (or another member of Staff) are being bullied or harassed, it may be appropriate to 
initially attempt to resolve the problem informally, by explaining clearly to the alleged bully/harasser that their 
behaviour is not welcome and that it offends you or makes you uncomfortable. If the conduct continues, or if 
it is not appropriate to resolve the situation informally, you should follow the formal procedure set out below. 

If you are in any doubt as to whether the incident(s) constitute bullying or harassment, or if it is this too difficult 
or embarrassing for you to approach the alleged bully/harasser on your own, you should speak to your 
manager or HR. and they will provide you with confidential advice and assistance in resolving the issue 
formally or informally. 

Formal complaints procedure 

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 under the Trust’s Grievance Procedure. 

Ideally, you should raise your complaint in writing setting out full details of the: 

• Unwanted conduct; 

• Name of the harasser or bully; 

• Nature of the harassment or bullying; 

• Date(s) and time(s) when the harassment or bullying occurred; and 

• Names of any witnesses, and any action taken so far to attempt to stop the harassment or bullying. 

We have a duty to protect all of our Staff and we may pursue a complaint independently if we consider it is 
appropriate to do so in all the circumstances (e.g. if other staff members report that you are being bullied or 
harassed). 

Complaints about bullying or harassment will be investigated in a timely, sensitive manner under the Trust’s 
Grievance Procedure. If the complaint is about the actions of a Third Party, the process may be adapted 
depending upon the circumstances (e.g. it will not usually be possible to invite the Third Party to a meeting 
to give their account of events). 

If your compliant is upheld, prompt action will be taken to address it.  Where the bully/harasser is a member 
of our Staff the matter will be dealt with as a case of possible misconduct or gross misconduct under the 
Trust’s Disciplinary Procedure.  



Edmonton Academy Trust Handbook 
 

Page | 23 
 

Where the bully/harasser is a Third Party, consideration will be given to what action can be taken to minimise 
the risk of reoccurrence (e.g. putting up signs setting out acceptable and unacceptable behaviour, speaking 
or writing to the bully/harasser and/or their superior about their behaviour, or in very serious cases banning 
them from the premises or terminating a contract with them). 

Whether or not a complaint of bullying or harassment is upheld, the Trust will consider how best to manage 
the on-going working relationship between the complainant and the alleged harasser or bully. It may be 
appropriate to arrange some form of mediation and/or counselling, or to change the duties, working location 
or reporting lines of one or both parties. 

Protection for those making complaints or assisting with an investigation 

Staff who make complaints about bullying or harassment, or who participate in good faith in any investigation 
conducted under the Grievance Procedure, must not suffer any form of retaliation or victimisation as a result.  
If you believe you have suffered any such treatment you should inform your manager in the first instance. If 
the matter is not remedied you should raise it formally using the Trust’s Grievance Procedure. 

Any Staff member found to have retaliated against or victimised another member of Staff for making a dignity 
at work complaint, or for assisting an investigation into bullying or harassment, will be subject to disciplinary 
action under the Trust’s Disciplinary Procedure. 

CODE OF CONDUCT 

You should at all times maintain professional and responsible standards of conduct. In particular, you should 
act in accordance with the following code of conduct: 

CODE OF CONDUCT 

Principle: Non-exhaustive examples: 

Comply with your 
contract and 
professional standards 

• observe the terms and conditions of your contract; 
• behave professionally, set a good example to others and exercise 

confidentiality 
• observe the published standards for teachers (or any other relevant 

professional or occupational standards for employees who are not 
teachers) 

• comply with all reasonable instructions provided by the Trust, the Head 
Teacher and/or the Senior Leadership Team; 

• provide a high standard of service in your dealings with governors, 
colleagues, pupils, parents and other stakeholders whether this is in 
person, by telephone, letter or e-mail. Always be polite, responsive and 
treat people with respect and consideration. Be as clear as possible about 
any decisions and actions you take and the reasons for them 

• be trained in Child Protection procedures; 
• ensure that all activities, including curriculum provision, all forms of school 

supervision, interaction and out of school provision, conform to the values 
and ethos of the  Trust, promote tolerance, uphold British values and 
reject all forms of discrimination and extremism; 

• maintain good punctuality and promptly report absence; 
• promote fundamental British values including democracy, the rule of law, 

mutual respect and tolerance of different faiths and beliefs; 

Observe our 
polices/procedures 

Comply with the: 
• code of conduct  
• dignity at work and equal opportunities policies; 
• internet and email policy; 
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• anti-bribery policy; 
• safeguarding policy 
• Observe all of the Trust’s policies, procedures and regulations which are 

notified to you from time to time by means of notice boards, e-mail, the 
intranet or otherwise; 

Misuse of 
property/resources 

• treat resources responsibly and if possible reduce, re-use and recycle 
resources 

• do not misuse the email, internet or printing facilities; 
• do not remove Trust property without your manager’s consent; 
• do not use our mail system to send personal mail; 

Respect for staff pupils 
and parents 

• act at all times in good faith and in the best interests of the Trust, its pupils, 
parents and employees 

• do not discriminate against staff, pupils and parents 
• create a positive classroom environment where all children are cared for, 

respected and valued; 
• treat colleagues pupils and parents with respect and dignity at all times; 
• do not make derogatory comments or seek to undermine the Trustees, 

Governors, the Executive Headteacher or other employees/workers 
• create and maintain a good and open relationship with parents 
• do not engage in harassment or bullying; 
• work together to create a Trust culture that is based on mutual  trust and 

appropriate respect 
• only exercise physical restraint as a last resort; 
• speak with a child with the door open or with another adult present 
• do not make sexual advances towards colleagues  
• not use foul or derogatory language in the workplace. 
 

Confidentiality and 
data privacy 

• do not misuse confidential information e.g. share it without consent; 
• comply with the data privacy policy – particularly with regards to special 

category personal data or conviction data. 

Conflicts of interest 
and personal 
relationships 

• promptly report any actual or potential conflicts of interest involving you 
or your close relations/dependants; 

• promptly report any personal intimate relationship with a subordinate or 
your manager. 

Expenses, hospitality 
and gifts 

• do not fraudulently claim expenses and comply with the expenses policy; 
• comply with the corporate gifts and hospitality policy 
• be aware of the Trust’s guidelines on handling money. 

Health and safety • take reasonable care in respect of the health and safety of pupils, parents, 
colleagues and third parties and comply with the Trust’s Health and 
Safety Policy 

• promptly report any health and safety concerns. 
• take care of your physical and mental well-being by maintaining a healthy 

work-life balance 
Misuse of 
drugs/alcohol 

• you must not be under the influence of alcohol or illegal drugs whilst 
working; 

• your work or ability to fulfil your role must not be affected by your 
consumption of alcohol or illegal drugs. 

Behaviour outside 
work 

• you should not behave in a way which may cause serious damage to our 
reputation; 
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• you should promptly report any criminal charges, cautions or convictions 
you receive and any criminal investigations concerning you. 

Failure to maintain satisfactory standards of conduct may result in action being taken under our Disciplinary 
Procedure. 

DISCIPLINARY PROCEDURE 

Introduction 

Good standards of conduct must be maintained by our employees at all times because a failure to do so can 
impact upon our ability to meet our educational outcomes and cause damage the Trust’s reputation. The 
standards of conduct expected of all employees are set out in the Code of Conduct. 

This Disciplinary Procedure aims to provide a framework within which managers can work with employees to 
maintain satisfactory standards of conduct and to encourage improvement where necessary. Disciplinary 
matters will be dealt with fairly and steps will be taken to establish the facts and to give employees the 
opportunity to respond before taking any formal disciplinary action. 

The procedure is used to deal with misconduct. In cases involving genuine sickness absence, proposed 
redundancies or poor performance, reference should be made to the appropriate policy or procedure. 

The procedure applies to all employees. It does not apply to agency workers or self-employed contractors. 

There may be some occasions where an employee’s behaviour could also be described as incapability. This 
Disciplinary Policy and the relevant Trust’s Capability Policy may be used concurrently whilst the Trust 
endeavours to ascertain if the behaviour is misconduct or incapability. 

There may be occasions where an employee’s conduct could relate to their health. This Disciplinary Policy 
may be used concurrently with the Trust’s Sickness Absence Policy. In particular if an employee goes off sick 
following the use of this Disciplinary Policy the Trust may use its Sickness Absence Policy. 

There may be occasions when an employee attempts to use the Trust’s Grievance Policy in connection with 
actions taken under this Disciplinary Policy. This shall not lead to any delay or pause in the conduct of any 
matters under the Disciplinary Policy. 

There may be occasions where this procedure needs to be modified, for example to comply with any 
requirements in relation to pupil safeguarding 

Types of misconduct 

Misconduct usually falls into two main categories depending upon its severity and this, together with whether 
or not there has been previous misconduct will have an impact upon the appropriate stage of the formal 
disciplinary procedure that action will be taken, and in turn the maximum disciplinary sanction. 

Level of misconduct: Examples (non-exhaustive): 

Misconduct  Minor breaches of our policies, procedures or your contract; 
 Damage to, or unauthorised use of, Trust property; 
 Poor timekeeping or time wasting; 
 Refusal to follow instructions or other insubordination; 
 Excessive personal e-mail, internet or telephone usage; 
 Minor use of obscene language or other minor offensive behaviour; 
 Negligence in the performance of your duties; 
 Smoking in no-smoking areas. 
 Being an accessory to a disciplinary offence committed by another 

employee 
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 Neglect of health (if you fail to carry out any instruction from a medical 
officer appointed by the Trust or if by your conduct while absent from work 
on account of illness, you hinder your return to work); or 

 Failure to disclose that you are subject to criminal proceedings, or are 
charged with a criminal offence that is relevant to the nature of your 
employment. 

 
Gross misconduct  Theft, deliberate damage to, or unauthorised removal of, Trust property; 

 Fraud, forgery or other dishonesty, including fabrication of expense claims; 
 Unauthorised absence from work; 
 Actual or threatened violence, or behaviour which provokes violence; 
 Bullying, discrimination or harassment; 
 The initiation or participation in any inappropriate verbal or physical 

conduct with a child; 
 Serious misuse of our property or name; 
 Deliberate mutilation or destruction of official documents; 
 Deliberately accessing internet sites, social media, forums or groups 

containing pornographic, offensive, obscene, defamatory, extremist, 
incitements to violence, sexist racist, homographic, harassing or libellous 
material. 

 Serious or persistent insubordination; 
 Repeated or serious failure to obey instructions; 
 Serious neglect of duties, or a serious or deliberate breach of your contract 

or operating procedures; 
 using or attempting to use your official position for your own or another 

person’s private advantage 
 Knowing breach of statutory rules affecting your work; 
 Behaviour which may in our opinion bring the Trust 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; 
 any behaviour which can be considered as supporting fundamentalism, 

extremism or otherwise as being anti- British vales 
 Serious or repeated breach of health and safety rules 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; 
 Accepting or offering a bribe or other secret payment or other breach of our 

Anti-bribery Policy; 
 Committing a criminal offence that in the opinion of the Trust may affect its 

reputation or its relationships with its employees, parents, pupils or the 
public, or otherwise affects your suitability to continue to work for the Trust; 

 Possession, use, supply or attempted supply of illegal drugs; 
 Unauthorised use, processing or disclosure of personal data contrary to 

our Data Privacy Policy  
 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, shared 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; 
 Victimising a colleague who has raised concerns, made a complaint or 

given evidence or information under our Whistleblowing Policy, Anti-bribery 
Policy, Equal Opportunities Procedure, Dignity at Work 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); 
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 Undertaking unauthorised paid or unpaid employment during your working 
hours; 

 

Informal discussions 

Minor conduct issues can often be resolved informally between you and your manager. If you manager has 
any minor cause for concern about your conduct, an informal discussion should promptly take place in a 
private place. Informal discussions may be held with a view to (for example): 

• Identifying areas of concern; 

• Clarifying the required standards of behaviour; and 

• Allowing you to explain any mitigating factors. 

In some cases, an informal verbal warning or management instruction may be given if your manager deems 
it appropriate.  A note of any such informal discussions may be placed on your personnel file, but will be 
ignored for the purposes of any future formal disciplinary procedure. 

Formal disciplinary procedure 

The formal disciplinary procedure should be used for: 

• More serious cases; 

• Cases involving a complaint about your behaviour; or 

• Any case where informal discussions have not resulted in a satisfactory improvement in your 
behaviour. 

If an employee is still within their probationary period, the formal disciplinary procedure set out below may be 
shortened at our discretion (e.g. stages may be skipped), and in some circumstances dismissal without 
previous warnings may be appropriate. 

The personnel responsible for each stage of this policy depends on the role the relevant employee performs. 

The following table describes the normal course of action although this may be subject to change depending 
on the circumstances of the individual case.  

Employee 
Level Investigating Manager Disciplinary Manager Appeal Manager 

Head 
Teacher 

 

A senior member of staff 
appointed by the Chief 
Executive Officer or a 
suitably qualified person 
appointed by the CEO 

CEO 
Trustee’s Appeal Panel 
appointed by the Chair of 
Trustees 

Other 
Leadership 
Spine, CELT 
and Trust 
Business 
Manager 

A senior member of staff 
appointed by the 
Headteacher 

Headteacher 

Trustee’s Appeal Panel 
appointed by the Chair of 
Trustees and including the 
Chief Executive Officer 
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Other 
Teaching 
Staff 

Member of Leadership 
Team (other than Head 
Teacher) appointed by 
the Head Teacher 

Head Teacher 

 

Governor Appeal Panel 
appointed by the Chair of 
Governors and including 
the Chief Executive Officer 

Other 
Support Staff 

Member of Leadership 
Team (other than Head 
Teacher) appointed by 
the Head Teacher 

Head Teacher 

 

Governor Appeal Panel 
appointed by the Chair of 
Governors and including 
the Chief Executive Officer 

 

Disciplinary investigations 

Save where you have admitted an act of misconduct, we will conduct a disciplinary investigation 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 on the nature 
of the allegations and will vary from case to case. 

The Investigating Manager may appoint any other person from within the Trust or externally to assist in the 
investigation. 

During any disciplinary investigation, we may interview and take statements from you and any witnesses for 
fact-finding purposes. We may also review any relevant documents or other relevant evidence (e.g. CCTV 
footage, mobile phone records, and social media accounts). You may if you wish provide a written statement 
or response to the Investigating Manager instead. 

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. 

The Investigating Manager will normally produce an Investigation Report setting out evidence and detailed 
allegations and a recommendation.  

You will be sent a copy of the Investigation Report. 

Criminal allegations 

Where your conduct is the subject of a criminal investigation, charge, caution or conviction we will investigate 
the facts before deciding whether to take formal disciplinary action. 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. 

We will not usually wait for the outcome of any prosecution before deciding what action, if any, to take. If you 
have been advised not to attend a disciplinary hearing, or not to say anything about a pending criminal matter, 
we may have to take a decision based on the available evidence. 

Suspension 

In cases where it is justified, after a preliminary investigation, the Head Teacher, the Chief Executive or Chair 
of Trustees may suspend you for a reasonable period of time.  

The Head Teacher must inform the Chair of Trustees / Chief Executive Officer of the suspension or in the 
event of suspension by the [Chair of Governors/Chair of Trustees/Chief Executive Officer] the Chair must 
inform the Trustees (excluding staff Governors/Directors/Trustees). 
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This period of suspension must be reviewed by the Chair of Trustees/Chief Executive Officer at intermittent 
intervals and must be no longer than is required depending on the circumstances.  It will be no longer than is 
necessary to investigate any allegations. 

Suspension should ideally be undertaken in person but may be undertaken in writing.  If it is undertaken in 
person it will be confirmed in writing. 

Suspension may be justified in cases where: 

• relationships have broken down. 

• gross misconduct is alleged. 

• there are reasonable concerns that evidence or witnesses could be interfered with. 

• there are responsibilities to other parties. 

• to protect pupils or property. 

Suspension is a neutral act and is not a disciplinary sanction. It does not imply that any decision has already 
been made about the allegations. You will receive full pay and benefits during a period of suspension (unless 
you are otherwise absent from work due to sickness or other leave and have exhausted the full pay 
entitlements connected to your absence).   

During a period of suspension, the Trust may require you not: 

• to attend Trust at any time (except with the prior agreement of the Head Teacher or Chair of 
Trustees/Chief Executive Officer) 

• to communicate in any way with colleagues, parents, pupils and governors except: 

o with the prior agreement of the Head Teacher/ Chair of Trustees/Chief Executive Officer or 

o where following the investigation you are called to a formal disciplinary meeting, when you 
may then approach governors, parents or pupils as potential witnesses but this must be done 
via the Investigating Manager to avoid any breach of the Data Protection Act or confidentiality. 

• to discuss the fact of your suspension or the fact of or nature of the allegations against you with any 
member of staff except: 

o with the prior agreement of the Head Teacher/ /Chair of Trustees/Chief Executive Officer; 

o for communication with your union representative; 

o where you are called to an interview with the Investigating Manager or a disciplinary meeting 
when you may approach work colleagues for the purposes of identifying a willing work 
companion but only if you do not have a trade union representative, or 

o where you are called to a formal disciplinary meeting you may approach work colleagues as 
potential witnesses in support of your case. 

During a period of suspension, the Trust may suspend your access to your email account/intranet. 

During a period of suspension, the Trust may take such steps as necessary to cover your lessons or other 
commitments.  

Disciplinary hearings: stages and disciplinary sanctions 
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The formal disciplinary procedure has three stages, attracting differing levels of disciplinary sanction.  The 
maximum possible disciplinary sanction depends on what stage of the procedure the hearing takes place. 
The Trust may start the procedure with whichever stage of the procedure it sees fit, depending upon the 
nature of the alleged misconduct and its severity. 

The three stages and maximum sanctions are: 

Stage: When may it be appropriate: Maximum sanction: 

First stage • A first act of minor misconduct where there 
are no other active written warnings on your 
disciplinary record. 

Written warning (usually valid for a 
maximum of 12 months). 

Second stage • Where there is already an active first written 
warning on your record; or 

• Serious misconduct (even though there are 
no other active warnings on your record). 

Final written warning (usually valid for 
a maximum of 18 months, although in 
exceptional cases it may be 
indefinite). 

Final stage • Any misconduct during your probationary 
period; 

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

• Any gross misconduct regardless of 
whether there are active warnings on your 
record. 

Dismissal with, or without, notice 
depending upon the nature of the 
misconduct and other relevant 
circumstances. 

 
Gross misconduct will usually result 
in immediate dismissal without notice 
or payment in lieu of notice (summary 
dismissal). 

 

Disciplinary hearings: general principles 

If the Trust considers that there are grounds for taking formal disciplinary action over alleged misconduct, 
you will be required to attend a disciplinary hearing as soon as reasonably practicable. You will be given no 
less than two days’ notice of the hearing and you may be accompanied by a colleague or trade union 
representative (although we may, at our discretion, permit a different kind of companion where this will help 
overcome particular difficulties caused by a disability or a language barrier). 

The invitation to attend a disciplinary hearing will contain: 

• an Investigation Report / summary of relevant information gathered during the investigation; 

• details of the alleged misconduct or gross misconduct; 

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

• 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; and 

• the likely disciplinary sanction if we decide after the hearing that your conduct has been 
unsatisfactory. 

The aim of each disciplinary hearing (whatever the stage of the formal disciplinary process) is to: 

• identify areas in which your conduct is unsatisfactory; 

• allow you the opportunity to explain your conduct and ask any relevant questions; and 

• set out the required behavioural standards and decide whether to impose a disciplinary sanction. 
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You may ask relevant witnesses to appear at the hearing, provided you give us sufficient advance notice to 
arrange their attendance.  You can respond to or challenge any evidence given by any witness(es), but will 
not normally be permitted to cross-examine them. 

You must make every effort to attend the hearing, and failure to attend without good reason may be treated 
as misconduct in itself. If you fail to attend without good reason, or are persistently unable to do so (for 
example for health reasons), we may have to take a decision based on the available evidence. 

A disciplinary hearing may be adjourned if the Trust needs 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. 

The Disciplinary Manager is not required to hear oral evidence from witnesses and may rely on written 
evidence. 

If the Disciplinary Manager does decide to hear oral witness evidence, you will be given an opportunity to 
comment on it during the meeting. 

A written note will usually be taken of any disciplinary hearing.  Recording of disciplinary hearings (by tape, 
Dictaphone, mp3 or other media) will not normally be permitted. 

The Disciplinary Manager will consider all the evidence presented and you shall have an opportunity to 
present evidence in your defence and any evidence in mitigation 

We will inform you in writing of our decision and our reasons for it, usually within one week of the disciplinary 
hearing.  

Appeals 

You may appeal against the outcome of any stage of the formal disciplinary procedure. If you wish to appeal 
you should do so within one week of being notified of the outcome by writing to the appropriate appeal 
manager stating the full grounds of appeal. The Trust will hold an appeal meeting (at which you may be 
accompanied by a colleague/trade union representative) normally within two weeks of receiving any appeal, 
although this depends on availability of the parties.  A written note will usually be taken of any appeal hearing.  
Recording of appeal hearings (by tape, Dictaphone, mp3 or other media) will not normally be permitted. 

Depending upon the circumstances, it may be a complete re-hearing or a review of the decision. We will 
inform you in writing of our final decision as soon as possible, usually within one week of the appeal hearing. 
The appeal officer may confirm the original decision, revoke the original decision, or substitute a different 
outcome. There will be no further right of appeal. 

The Appeal Manager will inform you of the outcome of the appeal as soon as possible. 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 you will be revoked with no loss of continuity or pay. 

Disabilities 

At each stage of this disciplinary procedure, consideration should be given to whether the conduct issues are 
related to a disability and if so, whether there are reasonable adjustments that could be made to the 
requirements of the job or other aspects of the working arrangements to alleviate the disadvantage. 

If you have difficulty at any stage of the disciplinary procedure because of a disability, or wish to inform the 
Trust of any medical condition you consider relevant, you should contact your manager. 

Confidentiality 

Confidentiality is very important and it is the responsibility of everyone involved in the procedure to respect 
the high level of confidentiality that is required.  Breach of confidentiality may, in itself, give rise to disciplinary 
action under our Disciplinary Procedure. 
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Information about any disciplinary action (whether informal or formal) will be placed on your personnel file, 
along with a record of the outcome (including any disciplinary sanction imposed) and of any notes or other 
documents compiled during the process. 

Right to be accompanied / acting as a companion 

If you are an employee and have presented a grievance, you can be accompanied at any meetings under 
this procedure by a companion who must be either a willing work colleague not involved in the subject matter 
of your grievance and or an accredited trade union representative of a union recognised by the Trust.   

You must let the relevant Manager know who your companion will be at least one working day before the 
relevant meeting.  

If you have any particular need, for example, a disability which causes you a substantial disadvantage, 
adjustments may be made to the procedure to allow you to participate and in limited circumstances and in 
limited circumstances this may include allowing you be accompanied by someone other than a trade union 
representative or a colleague. 

Your companion can address the meeting in order to: 

• put your case 

• sum up your case 

• respond on your behalf to any view expressed at the meeting. 

Your companion can also confer with you during the meeting. 

Your companion has no right to answer questions on your behalf, or to address the meeting if you do not 
wish it, or to prevent you from explaining your case. 

Where you have identified your companion to the relevant Manager and your companion has confirmed in 
writing to the relevant Manager that they cannot attend the date or time set for the meeting, the relevant 
Manager will postpone the meeting for no more than five working days from the date set by the Trust to a 
date or time agreed with your companion provided that it is reasonable. 

Trade union officers 

Where disciplinary action is being considered against an employee who is a trade union representative the 
normal disciplinary procedure should be followed. Depending on the circumstances, however, it is advisable 
to discuss the matter at an early stage with an official employed by the union, after obtaining the employee's 
agreement. 

Referral 
 
Where a teacher is dismissed for serious misconduct (or may have been dismissed for serious misconduct if 
the teacher had not resigned) the Trust must consider whether to refer the circumstances to the Teaching 
Agency under section 141D of the Education Act 2002 which came into force on 1 April 2012. 

Where a person working within the Trust (whether a teacher or not) is dismissed or would have been 
dismissed if they had not resigned) because that person committed conduct: 

• which endangered a child or was likely to endanger a child 

• which if repeated against or in relation to a child, would endanger that child or would be likely to 
endanger him 

• involving sexual material relating to children (including possession of such material) 
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• involving sexually explicit images depicting violence against human beings (including possession of 
such images) 

• of a sexual nature involving a child 

• the Trust must refer that person to the Disclosure and Barring Service under section 35 of the 
Safeguarding Vulnerable Groups Act 2006 

 

TEACHER APPRAISAL POLICY  

Arrangements for 2020-21  

Edmonton Academy Trust has delegated responsibility for all aspects of appraisal to the Chief Executive. 
The Chief Executive is accountable to the Trustees for its implementation.  

The appraisal of the teaching staff and the wider workforce is delegated to the Headteacher/Head of school.  
The Headteacher/Head of School will publish to staff, in the school staff handbook, the teams (so that 
everyone is informed of their manager for performance review purposes) and the requirements of the process. 

The Headteacher/Head of School is responsible for proposing objectives for the teaching staff and wider 
workforce to the CEO. These will be approved by the CEO and reported both to the Local Governing Body 
and the Trustees. 

The Headteacher/Head of School is responsible for monitoring the appraisals system. It is intended that the 
‘paperwork’ will be managed centrally by the HR office The Headteacher/Head of School is responsible for 
‘signing off’ all appraisals, mid cycle reviews and NQT reviews etc. 

APPLICATION OF THE POLICY  

This policy, which covers appraisal, applies to all Trust employees, except those on contracts of less than 
one term, those undergoing induction (i.e. NQTs) and those who are subject to capability procedures 

A separate policy, which sets out the formal capability procedure, applies only to teachers (including the 
Headteacher/Head of School) about whose performance there are serious concerns that the appraisal 
process has been unable to address.  

The policy also applies to temporary teaching staff. 

APPRAISAL  

Appraisal in this school will be a supportive and developmental process designed to ensure that all teachers 
have the skills and support they need to carry out their role effectively.  It will help to ensure that teachers are 
able to continue to improve their professional practice and to develop as teachers. 

THE APPRAISAL PERIOD  

The appraisal period will run for twelve months from 1 October to 30 September. 

Teachers who are employed on a fixed term contract of less than one year will have their performance 
managed in accordance with the principles underpinning this policy. The length of the period will be 
determined by the duration of their contract. Where a teacher transfers to a new post within the school part-
way through the cycle, the Headteacher/Head of School will determine whether the cycle shall begin again 
and whether to change the appraiser. Where the employee is the Headteacher/Head of School, the Chief 
Executive, will determine the appraisal arrangements. 

The Trust will ensure that its processes are open, transparent and fair.  All decisions will be objectively justified.  
Adjustments will be made to take account of special circumstances, e.g. an absence on maternity or long-
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term sick leave.  The exact adjustments will be made on a case-by-case basis, depending on the individual 
teacher’s circumstances and the school’s circumstances. 

APPOINTING APPRAISERS  

The Headteacher/head of school is responsible for appointing appraisers. 

All appraisers appointed by the Headteacher/Head of School will have qualified teacher status and relevant 
experience. The teacher’s line manager or another senior person in the teacher’s subject area or area of 
responsibility will normally be their appraiser. If they are unable to conduct the appraisals, an appropriately 
experienced person will be appointed in their place. If legitimate concerns are raised about the choice of 
appraiser these will be carefully considered and if the Headteacher/Head of School considers these to be 
valid an alternative appraiser may be offered.   

RECOMMENDATIONS FOR PAY PROGRESSION 

The Headteacher/Head of School is responsible for recommendations for pay progression. For the teaching 
staff, these must be completed by 31 October in readiness for the Trustees to consider. The 
Headteacher/Head of School must prepare a written submission for the CEO to take to the Trustees, with 
detailed notes on any case where either the decision to approve progression is unusual (for example, where 
results are poor but a recommendation for progression is being made) or where progression is not being 
recommended. 

The Headteacher/Head of School must communicate with the teacher if they are to progress on the pay spine 
following the meeting of the Trustees. 

It will be possible for a ‘no progression’ determination to be made without recourse to the capability procedure.  
However, those subject to formal disciplinary proceedings during the appraisal review period will be deemed 
unsatisfactory performers and will not therefore meet the requirements for pay progression. 

Where the teacher is not to progress, the Headteacher/Head of School needs to communicate with the 
teacher the reasons and what the teacher needs to do to improve, and the process for appeal. The 
Headteacher/Head of School is the first appeal for this process. 

If the teacher is dissatisfied with the Headteacher/Head of School’s decision, they can appeal to the CEO. If 
this is invoked the Headteacher/Head of School will be required to present, the case to the CEO. 

The CEO’s decision is final. 

LEADERSHIP TEAM 

The Headteacher/Head of School will propose objectives for the members of their Leadership Team. The 
CEO will quality assure these objectives to ensure that they are consistent across the Trust and align with 
the Trust’s aims and objectives. 

The Headteacher/Head of School will publish to staff, in the school staff handbook, the teams (so that 
everyone is informed of their manager for performance review purposes) and the requirements of the process. 

The Headteacher/Head of School should review the performance of the members of the Leadership Team or 
delegate to a senior member of the LT (i.e. the performance review of an AHT is carried out by a DHT, for 
example). The Headteacher/Head of School is responsible for annual reviews and mid-cycle reviews. 

As part of the review process, when future objectives are agreed, there will be a statement of reach objective 
that defines ‘outstanding’, ‘satisfactory’ and ‘requires improvement’ performance. 

RECOMMENDATIONS FOR PAY PROGRESSION 

The Headteacher/Head of School is responsible for recommendations for pay progression. For the teaching 
staff, these must be completed by 31 October in readiness for the Trustees to consider. The 
Headteacher/Head of School must prepare a written submission for the CEO to take to the Trustees, with 
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detailed notes on any case where either the decision to approve progression is unusual (for example, where 
results are poor but a recommendation for progression is being made) or where progression is not being 
recommended. 

The Headteacher/Head of School must communicate with the teacher if they are to progress on the pay spine 
following the meeting of the Trustees. 

Where the teacher is not to progress, the Headteacher/Head of School needs to communicate with the 
teacher the reasons and what the teacher needs to do to improve, and the process for appeal. The 
Headteacher/Head of School is the first appeal for this process. 

If the teacher is dissatisfied with the Headteacher/Head of School’s decision, they can appeal to the CEO. If 
this is invoked the Headteacher/Head of School will be required to present, the case to the CEO. 

The CEO’s decision is final. 

MEMBERS OF THE CENTRAL EXECUTIVE LEADERSHIP TEAM (CELT) 

The appraisal of the central executive leadership team (excluding the CEO) is delegated to the CEO.  

The CEO is the line manager of members of the CELT, unless delegated. 

The Headteacher/Head of School, as part of the appraisal process will propose objectives. The CEO is 
responsible for determining these objectives and reporting these to the CEO Performance Review Group. If 
the Chair of Governors for the Headteacher/Head of School is not a member of the CEO Performance Review 
Group, the CEO will inform the Chair of Governors in writing about the recommendations or otherwise and 
seek their views on the recommendations or otherwise. 

The review and objectives will focus on the performance of the individual school and the contribution the 
CELT member makes to the work and performance of the Trust. 

As part of the review process, when future objectives are agreed, there will be a statement of reach objective 
that defines ‘outstanding’, ‘satisfactory’ and ‘requires improvement’ performance. 

The CEO Performance Review Group will take the views of the Chair of Governors into consideration and 
where necessary, defer any decision until the Group has discussed the issue with the Chair of Governors 

The CEO is responsible for monitoring the appraisals system of the CELT (excluding the CEO). It is intended 
that the ‘paperwork’ will be managed centrally by the HR office. 

RECOMMENDATIONS FOR PAY PROGRESSION 

The CEO is responsible for recommendations for pay progression of members of the CELT (excluding the 
CEO).  

The CEO must communicate with the CELT member if they are to progress on the pay spine following the 
meeting of the CEO Performance Review Group.  

Where the CELT member is not to progress, the CEO needs to communicate with the CELT member the 
reasons and what they need to do to improve, and the process for appeal. The CEO is the first appeal for this 
process. 

If the CELT member is dissatisfied with the CEO’s decision, they can appeal to the CEO Performance Review 
Group. If this is invoked the CEO will be required to present, the case to the CEO Performance Review Group. 
In this circumstance, the CEO Performance Review Group will invite the Chair of Governors to present to the 
Group. 

The CEO Performance Review Group’s decision is final. 

SETTING OBJECTIVES  
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Objectives for each teacher will be set before, or as soon as practicable after, the start of each appraisal 
period.  The objectives set for each teacher, will be Specific, Measurable, Achievable, Realistic, and Time-
bound and have a demonstrable Impact on raising standards. Objectives will be appropriate to the teacher’s 
role and level of experience. The Headteacher/Head of School has responsibility for ensuring that there is a 
quality assurance of objectives. In particular: 

Checking that objectives are set appropriately for different categories of staff 

Confirming that they are consistent with the school progress plan 

Ensuring that they are written in such a way that measuring success can be done objectively. 

The appraiser and teacher will seek to agree the objectives but, if that is not possible, the appraiser will 
determine the objectives. Objectives may be revised if circumstances change. Objectives will be proposed to 
and confirmed by the Headteacher/Head of School to ensure there is consistency and quality assurance has 
been carried out. Normally a main scale teacher will have three objectives. Those on the upper pay spine will 
normally have three but these objectives will by their nature be more challenging to take account of the 
teacher’s status as an upper threshold teacher. 

The objectives set for each teacher will, if achieved, contribute to the school’s plans for improving the school’s 
educational provision and performance and improving the education of pupils at that school and will take into 
account the professional aspirations of the teacher. This will be ensured by quality assuring all objectives 
against the school progress plan and there being a commonality of objectives across the organisation (i.e. 
Heads of Faculty will have broadly the same objectives).). 

The appraiser will take into account the effects of an individual’s circumstances, including any disability, when 
agreeing objectives. For example, this might include a reasonable adjustment to allow an individual slightly 
longer to complete a task that might otherwise be the case. When staff return from a period of extended 
absence, objectives may be adjusted to allow them to readjust to their working environment. 

Before, or as soon as practicable after, the start of each appraisal period, each teacher will be informed of 
the standards against which that teacher’s performance in that appraisal period will be assessed.  All teachers 
should be assessed against the set of standards contained in the document called “Teachers’ Standards” 
published in July 2011.  Members of the Leadership Team will be assessed against Leadership Team 
standards and other categories of teachers (i.e. ASTs, SENCo and others) will be assessed against the 
relevant standards. All teachers who hold responsibilities (i.e. those remunerated by TLR or other bursaries) 
will be reviewed against the Teachers Standards and the review will include an assessment of their role (i.e. 
as Head of Faculty, Lead Teacher etc.)   

The review will be recorded on the Trust pro forma. 

REVIEWING PERFORMANCE  

OBSERVATION 

The Trust believes that observation of classroom practice and other responsibilities is important both as a 
way of assessing teachers’ performance in order to identify any particular strengths and areas for 
development they may have and of gaining useful information which can inform school improvement more 
generally.  All observation will be carried out in a supportive fashion according to the agreed Lesson 
Observation Policy. 

In this Trust teachers’ performance will be regularly observed but the amount and type of classroom 
observation will depend on the individual circumstances of the teacher and the overall needs of the school.  
Classroom observation will be carried out by those with QTS. In addition to formal observation, the CEO, 
Headteacher/Head of School or other leaders with responsibility for teaching standards may observe a 
teacher as part of Learning Walks and Faculty Reviews. Heads of Faculty are responsible for monitoring the 
quality of teaching in their faculty and so are expected to organize teaching walks and observations in order 
to discharge that responsibility. A teacher may at any time request additional observations. 
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The feedback will include strengths and areas for improvement together with suggested staff development 
activity to support the improvement.  

The total period for observations for appraisal purposes will not normally exceed 3 hours per cycle for any 
individual teacher.  However, the school reserves the right to exceed this limit, as considered appropriate, in 
circumstances where a cause for concern has been raised with the individual.  This is to ensure that the 
teacher is able to receive any necessary additional support required to enable him/her to have the best 
possible opportunity to improve. 

Teachers who have responsibilities outside the classroom should also expect to have their performance of 
those responsibilities observed and assessed. 

The lesson observation submitted as part of the appraisal record must be on the school pro forma.  

DEVELOPMENT AND SUPPORT 

Appraisal is a supportive process which will be used to inform continuing professional development. The 
appraisal process and the capability procedure are separate. Decisions on the capability procedure are taken 
by the Headteacher/Head of School (or the CEO where the concern is the Headteacher/Head of School). 
Teachers can expect that the majority of concerns or problems will be addressed through the appraisal 
procedure. The school wishes to encourage a culture in which all teachers take responsibility for improving 
their teaching through appropriate professional development.  Professional development will be linked to 
school improvement priorities and to the ongoing professional development needs and priorities of individual 
teachers.  

CPD can generally be classified as follows and any cpd requests should be placed somewhere in this matrix 

What/How Professional 
education 

Professional 
support 

Professional training 

Subject knowledge 
and teaching 

Subject related 
education so that the 
teacher knows more 
e.g. Masters level 
courses in subject 
pedagogy. 

Lesson observation 
and feedback on 
teaching. 

Training to use equipment 
and toolkits for diagnostic, 
developmental and 
teaching purposes 

Learner knowledge 
and teaching 

Action research into 
learner development 
e.g. behaviour 
management. 

Coaching to develop 
IAG 

Training to use techniques 
such as restorative justice, 
SEAL etc. 

Leadership 
development and 
managing the 
workforce 

Range of extended 
professional 
education courses 
including MBA, 
NPQH, NPQML, 
NPQSL etc. 

Coaching on 
performance 
management, 
participating in 
interviews and 
selection of staff, peer 
observation, ‘double-
loop’ learning 
opportunities 

Training to use data 
systems to monitor 
performance and to 
manage the budget for a 
team, create development 
plans, project 
management, making a 
presentation. 

 

FEEDBACK 

Teachers will receive constructive feedback on their performance throughout the year and as soon as 
practicable after observation has taken place or other evidence has come to light.  Feedback will highlight 
particular areas of strength as well as any areas that need attention. 
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When areas have been highlighted as needing attention and progress is reviewed, if the appraiser is satisfied 
that the teacher has made, or is making, sufficient improvement, the appraisal process will continue as normal, 
with any remaining issues continuing to be addressed through that process. 

TRANSITION TO CAPABILITY 

If the appraiser is not satisfied, at any point throughout the year, with the performance of a teacher, whether 
a formal appraisal cycle has finished or not, they will notify the teacher that they expect to see an improvement 
in their performance within a reasonable period. 

If the appraiser is still not satisfied with progress, the teacher will be notified in writing that the appraisal 
system will no longer apply and that their performance will be managed under the Trust’s Teacher Capability 
Policy and they will be invited to a formal capability meeting accordingly. 

MIDCYCLE REVIEW  

Part way through the cycle each teacher will have a mid-cycle review carried out by their appraiser. The 
purpose is to review progress to each objective in terms of activity and impact. In addition, teachers will be 
required to evaluate: 

• the impact of any cpd undertaken 

• the contribution they have made to the development of the team 

• how the individual has developed professionally. 

The mid-cycle review is the formal forum to re-negotiate objectives and to request additional cpd in order to 
achieve them. Any renegotiation of objectives is subject to agreement with the Headteacher/Head of School. 

The mid-cycle review will be recorded on the Trust pro forma. 

ANNUAL ASSESSMENT  

Each teacher's performance will be formally assessed in respect of each appraisal period. 

This assessment is the end point to the annual appraisal process, but performance and development priorities 
will be reviewed and addressed on a regular basis throughout the year in interim meetings which will take 
place at least once during the appraisal cycle (the mid-cycle review).  

The teacher will receive as soon as practicable following the end of each appraisal period – and have the 
opportunity to comment in writing on - a written appraisal report.   In this school, teachers will receive their 
written appraisal reports by 31 October (31 December for the Headteacher/Head of School). The appraisal 
report will include: 

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

• an assessment of the teacher’s performance of their role and responsibilities against their objectives 
and the relevant standards. Explicit reference will be made to the mid-cycle review; 

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

• a recommendation on pay where that is relevant (NB – pay recommendations need to be made by 
31 December for head teachers and by 31 October for other teachers); 

• a copy of at least one lesson observation carried out during the appraisal cycle. 
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Teachers must be assessed against the Teachers’ Standards; exemplification of the criteria is found in the 
Appendix. It is the responsibility of the appraiser to verify that the teacher meets the criteria for threshold 
progression. 

Teachers who have completed a year of employment (as determined by the 2013 STPCD Annex 4, Para. 
1.9) since the previous annual pay determination and meeting the required criteria will normally move up the 
range, one point each year, effective from 1st September, until the maximum is reached.   

To achieve the annual one-point increase, a teacher will need to have made good progress towards his/her 
appraisal objectives and have shown that s/he is competent in all elements of the Teachers’ Standards.  
Teaching should be ‘good’, as defined by Ofsted.  

Each teacher’s career stage will be taken into account when consideration is given to the award of the next 
point on the range.  Appraisal objectives will become more challenging as the teacher progresses up the 
main pay range. 

Judgments will be properly rooted in evidence.  As a teacher moves up the main pay range, this evidence 
should show: 

• an increasing positive impact on pupil progress  

• an increasing impact on wider outcomes for pupils 

• improvements in specific elements of practice identified to the teacher, e.g. behaviour management 
or lesson planning 

• an increasing contribution to the work of the school  

• an increasing impact on the effectiveness of staff and colleagues 

 

The Headteacher/Head of School will ensure that all decisions on pay are made by 31 October for teachers 
and the CEO will ensure that decisions on the Headteacher/Head of School’s pay are made by 31 December. 
Pay decisions are effective from 1 September of the academic year in which the decisions are made. The 
assessment of performance and of training and development needs will inform the planning process for the 
following appraisal period. 

MONITORING AND EVALUATION 

The Chief Executive is accountable to the Trust for the implementation of this policy. The Chief Executive will 
report annually to the Trustees on pay progression, the effectiveness of the appraisal policy and that all 
teaching staff have been appraised.  

Appraisal documents are confidential to the appraisee, appraiser and Headteacher/Head of School. However, 
the Headteacher/Head of School reserves the right to share the documents with senior staff in order to 
support a teacher’s development. Where concerns are raised the deputy or assistant headteacher with line 
responsibility for the faculty or area may apply to the Headteacher/Head of School to view the appraisal 
documents. 

The CEO has access to all documents in the Trust 

Should Ofsted request evidence of appraisal these will be in redacted form. 

ARRANGEMENTS FOR THE APPRAISAL 2020-21 

Each teacher should have an appraisal meeting and their performance reviewed as follows: 

Teacher standards- the teachers work up to the ‘lockdown’ and from 1 September 2020 to be reviewed 
against the Teacher Standards. Is there evidence that the teacher 
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• Set high expectations that motivated and challenged pupils 

• Promotes good progress and outcomes by pupils 

• Demonstrates good subject and curriculum knowledge 

• Plans and teaches well-structured lessons 

• Adapts teaching to respond to the strengths and needs of all pupils 

• Makes accurate and productive use of assessments 

• Manages behaviour effectively 

• Fulfils wider professional responsibilities 

How well students attained the grades and the progress made by the class. Was the process of setting CAGs 
for the class straightforward? How did the teacher’s knowledge of the class support this process? 

Other objectives- were any objectives inhibited by the lockdown. If the objective was significantly affected by 
the lockdown then the appraisal statement should record this. 

Contribution to the work of the school and the team during lockdown. How successful was the teacher in 
performing as a team member during the lockdown- did they engage with cpdl, contribute to 
faculty/department development work, what was their contribution? 

FORMING A JUDGEMENT 

In order to use this table, you need to be satisfied that the teacher has done ‘all that is reasonable’ before 
awarding the ‘Partly Met’ judgement.  

TEACHER STANDARDS 

Category- teacher standards Evidence of standard met 

set high expectations that 
motivate and challenge pupils 

Books/folders/portfolios from 2019-20 are neat, well organised and 
provide evidence of differentiated work 

Promotes good progress and 
outcomes by pupils 

Books/folders/portfolios from 2019-20 are regularly marked with 
feedback, and evidence of pupil response. 

See below for pupil progress judgements 

Demonstrates good subject and 
curriculum knowledge 

Lesson observation evidence. Contribution to the 
faculty/department’s work during lockdown 

Plans and teaches well-
structured lessons 

Teacher planner and lesson observation evidence. 

Adapts teaching to respond to 
the strengths and needs of all 
pupils 

Teacher planner and lesson observation evidence 

Evidence from books/folders/portfolios of differentiated tasks being 
set. 

Makes accurate and productive 
use of assessments 

Books/folders/portfolios from 2019-20 are regularly marked with 
feedback, and evidence of pupil response 
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Evidence from observation of planning responsive to pupil 
assessment 

Manages behaviour effectively Teacher planner and lesson observation evidence. 

Evidence that teacher attended daily detention to reconcile with 
pupil 

Fulfils wider professional 
responsibilities 

Evidence of the teacher’s contribution during the lockdown period, 
engagement with cpdl, attendance and contribution to team 
meetings 

 

PUPIL PROGRESS 

If in doubt consult with your line manager 

Category- target grades Category- challenge grades Judgment 

More than 70% achieve target 
grades 

More than 35% achieve 
challenge grades 

Target met 

More than 60% but less than 
70%  achieve target grades 

More than 30% but less than 
35%  achieve target grades 

Partly met 

Less than 70% achieve target 
grades 

More than 30% but less than 
35%  achieve target grades 

Partly met- and a cause for 
concern 

More than 60% but less than 
70%  achieve target grades 

Less than 30% achieve 
challenge grades 

Partly met- and a cause for 
concern 

Less than 60% achieve target 
grades 

Less than 30% achieve 
challenge grades 

Not met- serious concerns 

 

APPEAL  

The Headteacher/Head of School is responsible for recommendations for pay progression. For the teaching 
staff, these must be completed by 31 October in readiness for the Trustees to consider. The 
Headteacher/Head of School must prepare a written submission for the CEO to take to the Trustees, with 
detailed notes on any case where either the decision to approve progression is unusual (for example, where 
results are poor but a recommendation for progression is being made) or where progression is not being 
recommended. 

The Headteacher/Head of School should sign all appraisals as having received them, and written in purple 
the point on the pay spine with which the teacher should be placed. 

The Headteacher/Head of School must communicate with the teacher if they are to progress on the pay spine 
following the meeting of the Trustees. 

Where the teacher is not to progress, the Headteacher/Head of School needs to communicate with the 
teacher the reasons and what the teacher needs to do to improve, and the process for appeal. The 
Headteacher/Head of School is the first appeal for this process. 

If a teacher feels that any part of the appraisal process has been unfair, they are entitled to raise their 
concerns. In the first instance the concerns should be raised with the appraiser, and then with the line 
managing deputy. If a deputy receives notice of a concern, the deputy will convene a meeting within 5 days. 
The employee is entitled to be accompanied by a colleague or Professional Association representative. If the 
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matter is unresolved, the employee can then appeal to the Headteacher/Head of School who will, within five 
days convene a further meeting. The employee is entitled to be accompanied by a colleague or Professional 
Association representative. Appeals will be heard without unreasonable delay and, where possible, at an 
agreed time and place. Notes will be taken and a copy sent to the teacher.   

The teacher will be informed in writing of the results of the appeal hearing as soon as possible. 

If the teacher is dissatisfied with the Headteacher/Head of School’s decision, they can appeal to the CEO. If 
this is invoked the Headteacher/Head of School will be required to present, the case to the CEO. 

The CEO’s decision is final.  

CONFIDENTIALITY  

The appraisal and capability processes will be treated with confidentiality.  However, the desire for 
confidentiality does not override the need for the head teacher and governing body to quality-assure the 
operation and effectiveness of the appraisal system.  

CONSISTENCY OF TREATMENT AND FAIRNESS  

The Governing Body is committed to ensuring consistency of treatment and fairness and will abide by all 
relevant equality legislation. 

DEFINITIONS  

Unless indicated otherwise, all references to “teacher” include the head teacher. 

DELEGATION  

Normal rules apply in respect of the delegation of functions by governing bodies, head teachers and local 
authorities.   

GRIEVANCES  

Where a member of staff raises a grievance during the capability procedure and the grievance and capability 
cases are related, the appropriate forum may be the capability process itself.  Otherwise both issues can be 
dealt with concurrently. 

SICKNESS  

If long term sickness absence appears to have been triggered by the commencement of monitoring or a 
formal capability procedure, the case will be dealt with in accordance with the school’s absence policy and 
will be referred immediately to the occupational health service to assess the member of staff’s health and 
fitness for continued employment and the appropriateness or otherwise of continuing with monitoring or 
formal procedures.  In some cases, it may be appropriate for monitoring and/or formal procedures to continue 
during a period of sickness absence.   

MONITORING AND EVALUATION  

The governing body and head teacher will monitor the operation and effectiveness of the school’s appraisal 
arrangements. 

CAPABILITY PROCEDURE 

Teachers will have been notified of concerns regarding their performance during the appraisal process 
detailed in the Trust’s Appraisal Policy. Where the appraiser has not been satisfied with progress during the 
appraisal process, the teacher will be notified in writing that the appraisal system will no longer apply and that 
their performance will be managed under this policy.  
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Teachers will not normally be dismissed for performance reasons without previous warnings. However, 
teachers who have entered the Capability Procedure because their performance has not been satisfactory 
during their probationary period will start the process at the final capability meeting stage. 

The personnel responsible for each stage of this policy depends on the role the relevant teacher performs. 
The following table describes the normal course of action although this may be subject to change depending 
on the circumstances of the individual case. 

Capability  relates to Capability Officer 
 Appeal Officer 

 
Chief Executive Officer 
 

Chair of Trustees Trustee panel appointed by the 
Chair of Trustees. 

Head Teacher  Chief Executive Officer  

 
Trustee panel appointed by the 
Chair of Trustees. 

Other Leadership Spine, 
CELT and Trust Business 
Manager 

Head Teacher  

 
Trustee appeal panel appointed 
by the Chair of Trustees and 
including the CEO 
 

Other Teaching Staff 
Principal/Head Teacher or member 
of Senior Leadership Team 
appointed by the Head Teacher  

 
Governor appeal panel 
appointed by the Chair of 
Governors and including the 
CEO 
 

 

NOTIFICATION OF A CAPABILITY HEARING 

At least two working days’ notice will be given of the first capability meeting. The notification will contain 
sufficient information about the concerns about performance and their possible consequences to enable you 
to prepare to answer the case at the first capability meeting. It will also contain copies of any written evidence; 
the details of the time and place of the meeting; and will advise you of your right to be accompanied at the 
hearing. 

PROCEDURE AT CAPABILITY HEARINGS 

If you or your companion cannot attend the hearing at the time specified, you should inform the person 
chairing the relevant meeting immediately and he/she will try, within reason, to agree an alternative time. You 
must make every effort to attend the hearing, and failure to attend without good reason may be treated as 
misconduct in itself. If you fail to attend without good reason, or are persistently unable to do so (for example, 
for health reasons), a decision may be taken in your absence based on the available evidence. 

FIRST CAPABILITY MEETING  

This meeting is intended to establish the facts.  

The person conducting the meeting may conclude that there are insufficient grounds for pursuing the 
capability issue and that it would be more appropriate to continue to address the remaining concerns through 
the Trust’s Appraisal Policy, at which time they would revert back to the appraisal process at the stage where 
they left it and in such cases, the capability procedure will come to an end. The person conducting the meeting 
may also adjourn the meeting for example if they decide that further investigation is needed, or that more 
time is needed in which to consider any additional information. 

In other cases, the meeting will continue. During the meeting, or any other meeting which could lead to a 
formal warning being issued (including second or final capability meetings), the person conducting the 
meeting will:  
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• identify the professional shortcomings, for example which of the standards expected of you are not 
being met; 

• give clear guidance on the improved standard of performance needed to ensure that you can be 
removed from formal capability procedures (this may include the setting of new objectives focused 
on the specific weaknesses that need to be addressed, any success criteria that might be appropriate 
and the evidence that will be used to assess whether or not the necessary improvement has been 
made);  

• explain any support that will be available to help you improve your performance; 

• set out the timetable for improvement and explain how performance will be monitored and reviewed. 
The timetable will depend on the circumstances of the individual case but in most cases will be 
between 8-10 weeks which is sufficient time for improvement to take place; and 

• warn you formally that failure to improve within the set period could lead to dismissal. In very serious 
cases, this warning could be a final written warning.  

Notes will be taken of formal meetings and a copy sent to you. Where a warning is issued, you will be informed 
in writing of the matters covered in the bullet points above and given information about the timing and handling 
of the review stage and the procedure and time limits for appealing against the warning. 

MONITORING AND REVIEW PERIOD FOLLOWING A FORMAL CAPABILITY MEETING  

A performance monitoring and review period will follow the formal capability meeting. Formal monitoring, 
evaluation, guidance and support will continue during this period. You will be invited to a Second Capability 
meeting, unless you were issued with a final written warning, in which case you will be invited to a Final 
Capability meeting (see below).  

SECOND CAPABILITY MEETING  

As with the other formal capability meetings, at least two days’ notice will be given and the notification will 
give details of the time and place of the meeting and will advise you of your right to be accompanied by a 
companion who may be a colleague, a trade union official, or a trade union representative who has been 
certified by your union as being competent. 

If the person conducting the meeting is satisfied that you have made sufficient improvement, the capability 
procedure will cease and the appraisal process will re-start.  

In other cases: 

• if some progress has been made and there is confidence that more is likely, it may be appropriate to 
extend the monitoring and review period; 

• if no, or insufficient improvement has been made during the monitoring and review period, you will 
receive a final written warning; 

• as before, notes will be taken of formal meetings and a copy sent to you. The final written warning 
will mirror any previous warnings that have been issued. Where a final written warning is issued, you 
will be informed in writing that failure to achieve an acceptable standard of performance (within the 
set timescale) may result in dismissal and given information about the handling of the further 
monitoring and review period and the procedure and time limits for appealing against the final 
warning. You will be invited to a final capability meeting. 

FINAL CAPABILITY MEETING  

As with the other formal capability meetings, at least two working days’ notice will be given and the notification 
will give details of the time and place of the meeting and will advise you of your right to be accompanied by 
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a companion who may be a colleague, a trade union official, or a trade union representative who has been 
certified by your union as being competent. 

If an acceptable standard of performance has been achieved during the further monitoring and review period, 
the capability procedure will end and the appraisal process will re-start. If performance remains unsatisfactory, 
a decision will be made that you should be dismissed or required to cease working at the school. 

You will be informed as soon as possible of the reasons for the dismissal, the date on which the employment 
contract will end, the appropriate period of notice and your right of appeal.  

DECISION TO DISMISS  

The power to dismiss an employee in this Trust has been delegated to the Head Teacher who is authorised 
to make a decision regarding dismissal.  

Once the decision to dismiss has been taken, you will be dismissed with notice.  

APPEAL  

If you feel that a decision to dismiss them, or other action taken against them, is wrong or unjust, you may 
appeal in writing against the decision within ten days of the decision, setting out at the same time the grounds 
for appeal. 

Appeals will be heard without unreasonable delay and, where possible, at an agreed time and place. The 
same arrangements for notification and right to be accompanied by a companion will apply as with formal 
capability and review meetings and, as with other formal meetings, notes will be taken and a copy sent to 
you.  

The appeal will be dealt with impartially and, wherever possible, by managers or Trustees who have not 
previously been involved in the case. 

You will be informed in writing of the results of the appeal hearing as soon as possible 

TRUSTEE PANELS 

Trustee Capability and Appeal Panels shall comprise two/three non-staff governors not previously involved 
in the matter. 

In the event that there are insufficient numbers of Trustee available to participate in a Panel, the Chair of 
Trustees/Chief Executive as appropriate may appoint associate members to solely participate in the 
appropriate Panel. 

RIGHT TO BE ACCOMPANIED AT HEARINGS 

If you are invited to attend a capability hearing or capability appeal heating under this procedure you may be 
accompanied at such meeting by a companion who must be either be a willing work colleague or an 
accredited trade union representative of a union recognised by the Trust.  

You must let the relevant Manager know who your companion will be at least one working day before the 
interview or meeting. 

If you have any particular need, for example, a disability which causes you a substantial disadvantage, 
adjustments may be made to the procedure to allow you to participate and in limited circumstances this may 
include allowing you be accompanied by someone other than a trade union official or a colleague. 

Your companion can address the meeting in order to: 

• put your case 

• sum up your case 
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• respond on your behalf to any view expressed at the interview meeting. 

Your companion can also confer with you during the interview meeting. 

Your companion has no right to answer questions on your behalf, or to address the interview meeting if you 
do not wish it, or to prevent you from explaining your case. 

Where you have identified your companion to the relevant Manager and your companion has confirmed in 
writing to the relevant Manager that they cannot attend the date or time set for the interview meeting, the 
relevant Manager may postpone the interview meeting provided that you have suggested an alternative date 
within 5 working days of the original date set by the Trust to a date or time agreed with your companion 
provided that it is reasonable. 

TIMING OF MEETINGS 

Interview or meetings under this procedure may: 

• need to be held when you were timetabled to teach 

• exceptionally be held during planning preparation and administration time if this does not impact on 
lesson preparation 

• be held after the end of the Trust day 

• not be held on days on which you would not ordinarily work. 

Meetings may take place in the absence of an employee in the event you are not able to attend a scheduled 
meeting and it is considered appropriate by the Trust to do so in the relevant circumstances. 

VENUE FOR MEETINGS 

The relevant Manager may choose to hold the interview or meeting off the Trust site.           

GENERAL PRINCIPALS UNDERLYING THIS POLICY 

This policy will be implemented in accordance with the provisions of the ACAS Code of Practice. 

Confidentiality 

The capability process will be treated with confidentiality. However, the desire for confidentiality does not 
override the need for the Principal/Head Teacher [Governing Body] and the Trust to  

Consistency of Treatment and Fairness 

The Trust is committed to ensuring consistency of treatment and fairness. It will abide by all relevant equality 
legislation, including the duty to make reasonable adjustments for disabled employees. The Trust is aware 
of the guidance on the Equality Act 2010 issued by the Department for Education.  

Grievances 

Where a teacher raises a grievance during the capability procedure the capability procedure may be 
temporarily suspended in order to deal with the grievance but is most cases the processes will run 
concurrently. 

Sickness 

If long term sickness absence appears to have been triggered by the commencement of monitoring or a 
formal capability procedure, the case will be dealt with in accordance with the Trust’s Absence Policy. In 
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some cases, it may be appropriate for monitoring and/or formal procedures to continue during a period of 
sickness absence. 

Monitoring and Evaluation 

The Trust and the CEO will monitor the operation and effectiveness of the School’s capability arrangements. 

RETENTION  

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

Appendix - criteria for review and progression 

Standard Evidence Threshold UPS2 UPS3 
1 Set high expectations 
which inspire, motivate 
and challenge pupils  

• establish a safe and 
stimulating 
 environment for pupils, rooted 
in 
 mutual respect  

• set goals that stretch and 
challenge pupils of all 
backgrounds, abilities and 
dispositions  
• demonstrate consistently 
the positive attitudes, 
values and behaviour 
which are expected of 
pupils.  
 

Evidence from lesson 
observations is of 
consistently high 
expectations and 
differentiation in 
practice. 
Evidence from planning 
shows effective use of 
support staff to enable 
children to make good 
progress and evidence 
of differentiation 
strategies being 
planned. 
The teacher’s 
classroom should be a 
welcoming place with 
stimulating display 
materials used. 

Evidence from lesson 
observations is of 
consistently high 
expectations and 
differentiation in practice. 
This should result in good 
progress evidenced from 
data. All lesson 
observations during the 
year are at least Good. 
Evidence from planning 
shows effective use of 
support staff to enable 
children to make good 
progress and evidence of 
differentiation strategies 
being planned. Resources 
are produced that are 
shared and used by others 
The teacher’s classroom 
should be a welcoming 
place with stimulating 
display materials used. The 
teacher should be 
contributing to whole –
school displays. 

          
There is increasing 

commitment to 
sharing and promoting 
good practice 

As at UP2 but 
most lesson 
observations 
should be 
outstanding. 
There is 
increasing 
commitment to 
sharing and 
promoting good 
practice 

2 Promote good 
progress and outcomes 
by pupils  
• be accountable for 
pupils’ attainment, 
progress and outcomes  
• be aware of pupils’ 
capabilities and their prior 
knowledge, and plan 
teaching to build on these  
• guide pupils to reflect on 
the progress they have 
made and their emerging 
needs  
• demonstrate knowledge 
and understanding of how 
pupils learn and how this 
impacts on teaching  
• encourage pupils to take 
a responsible and 
conscientious attitude to 
their own work and study.  

Evidence from data 
windows and results 
from examinations 
shows that at least 
70% of students 
make (or on track to 
make) at least 3 
levels of progress in 
the subject from KS2-
4. 
The majority of pupils 
make at least 2/3 
level of progress or 
grade each year. 
 

Evidence from data 
windows and results 
from examinations 
shows that at least 80% 
of students make (or on 
track to make) at least 3 
levels of progress in the 
subject from KS2-4. 
The majority of pupils 
make at least 2/3 level of 
progress or grade each 
year. 
 

Evidence from data 
windows and results 
from examinations 
shows that at least 
90% of students 
make (or on track to 
make) at least 3 levels 
of progress in the 
subject from KS2-4. 
The majority of pupils 
make at least 2/3 level 
of progress or grade 
each year. 
 

As at threshold 
but the 
expectation is that 
the majority make 
4 levels of 
progress over the 
key stage. 

3 Demonstrate good 
subject and curriculum 
knowledge  
• have a secure 
knowledge of the relevant 
subject(s) and curriculum 
areas, foster and maintain 
pupils’ interest in the 

Evidence from 
planning and lesson 
observation is of a 
teacher who knows 
the subject well and 
keeps up-to-date with 
developments. 
Teaching anticipates 
misconceptions and 

Evidence from planning 
and lesson observation 
is of a teacher who 
knows the subject well 
and keeps up-to-date 
with developments. 
Teaching anticipates 
misconceptions and 

Evidence from 
planning and lesson 
observation is of a 
teacher who knows 
the subject well and 
keeps up-to-date with 
developments. 
Teaching anticipates 
misconceptions and 

The teacher is a 
subject and 
pedagogical 
expert who for 
example, is able 
to take 
responsibility for 
the supervision of 
student teachers 
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subject, and address 
misunderstandings  
• demonstrate a critical 
understanding of 
developments in the 
subject and curriculum 
areas, and promote the 
value of scholarship  
• demonstrate an 
understanding of and take 
responsibility for 
promoting high standards 
of literacy, articulacy and 
the correct use of standard 
English, whatever the 
teacher’s specialist 
subject  

difficulties. Activities 
are structured 
accordingly. 
Standards of work 
are high- the teacher 
emphasises the 
importance of correct 
use of English, 
subject vocabulary 
and mathematics. 

difficulties. Activities are 
structured accordingly. 
Standards of work are 
high- the teacher 
emphasises the 
importance of correct 
use of English, subject 
vocabulary and 
mathematics. 
There is evidence of the 
teacher having shared 
practice with others to 
help them to improve. 
The teacher makes an 
appropriate contribution 
to the development of 
the scheme of work. 
 

difficulties. Activities 
are structured 
accordingly. 
Standards of work are 
high- the teacher 
emphasises the 
importance of correct 
use of English, 
subject vocabulary 
and mathematics. 
There is evidence of 
the teacher having 
shared practice with 
others to help them to 
improve. 
The teacher leads on 
the development of a 
section of the scheme 
of work. 
 

and newly 
qualified 
teachers. 

4 Plan and teach well-
structured lessons  
• impart knowledge and 
develop understanding 
through effective use of 
lesson time  
• promote a love of 
learning and children’s 
intellectual curiosity  
• set homework and plan 
other out-of-class 
activities to consolidate 
and extend the knowledge 
and understanding pupils 
have acquired  
• reflect systematically on 
the effectiveness of 
lessons and approaches 
to teaching  
• contribute to the design 
and provision of an 
engaging curriculum 
within the relevant subject 
area(s).  
 

Evidence from the 
teacher’s planner or 
other sources 
demonstrates that the 
5-part lesson 
template is used to 
plan interesting, 
engaging and well 
matched lessons. 
All lesson 
observations are at 
least Grade 3. There 
is evidence of the 
teacher responding to 
the feedback from 
previous lesson 
observations and cpd 
to improve practice. 
The teacher makes 
an appropriate 
contribution to the 
development of the 
scheme of work. 
Homework is set 
according to school 
policy. 
 

Evidence from the 
teacher’s planner or 
other sources 
demonstrates that the 5-
part lesson template is 
used to plan interesting, 
engaging and well 
matched lessons. 
All lesson observations 
during the year are at 
least Good. There is 
evidence of the teacher 
responding to the 
feedback from previous 
lesson observations and 
cpd to improve practice. 
There is evidence of the 
teacher having shared 
practice with others to 
help them to improve. 
The teacher makes an 
appropriate contribution 
to the development of 
the scheme of work. 
Homework is set 
according to school 
policy. 
 

Evidence from the 
teacher’s planner or 
other sources 
demonstrates that the 
5-part lesson 
template is used to 
plan interesting, 
engaging and well 
matched lessons. 
All lesson 
observations, as at 
threshold but some 
lesson observations 
should be outstanding 
There is evidence of 
the teacher 
responding to the 
feedback from 
previous lesson 
observations and cpd 
to improve practice. 
There is evidence of 
the teacher having 
shared practice with 
others to help them to 
improve. 
The teacher leads on 
the development of a 
section of the scheme 
of work. 
Homework is set 
according to school 
policy. 
 

As at UP2 but 
most lesson 
observations 
should be 
outstanding. 
There is 
increasing 
commitment to 
sharing and 
promoting good 
practice 
The teacher is a 
subject and 
pedagogical 
expert who for 
example, is able 
to take 
responsibility for 
the supervision of 
student teachers 
and newly 
qualified 
teachers. 

5 Adapt teaching to 
respond to the strengths 
and needs of all pupils  
• know when and how to 
differentiate appropriately, 
using approaches which 
enable pupils to be taught 
effectively  
• have a secure 
understanding of how a 
range of factors can inhibit 
pupils’ ability to learn, and 
how best to overcome 
these  
• demonstrate an 
awareness of the physical, 
social and intellectual 
development of children, 
and know how to adapt 
teaching to support pupils’ 
education at different 
stages of development  

Evidence from 
planning is of lessons 
and sequences of 
lessons are planned 
with stretching 
learning outcomes. 
Teaching is planned 
to enable children to 
achieve. 
Activities are planned 
so that the class is 
able to work 
effectively taking into 
account the 
behaviour and ability 
profile of the class. 
The teacher knows 
the SEN profile of 
each class they teach 
and there is evidence 
in planning of these 
needs. 

Evidence from planning 
is of lessons and 
sequences of lessons 
are planned with 
stretching learning 
outcomes. Teaching is 
planned to enable 
children to achieve. 
Activities are planned so 
that the class is able to 
work effectively taking 
into account the 
behaviour and ability 
profile of the class. 
The teacher knows the 
SEN profile of each 
class they teach and 
there is evidence in 
planning of these needs. 
Provision for pupils with 
SEN is appropriate and 
progress is at least as 

As Threshold but the 
progress is good 
overall 

As threshold but 
progress of 
students with 
SEN is good or 
outstanding. 



Edmonton Academy Trust Handbook 
 

Page | 49 
 

• have a clear 
understanding of the 
needs of all pupils, 
including those with 
special educational needs; 
those of high ability; those 
with English as an 
additional language; those 
with disabilities; and be 
able to use and evaluate 
distinctive teaching 
approaches to engage 
and support them.  

Provision for pupils 
with SEN is 
appropriate and 
progress is at least as 
good for pupils with 
SEN as other 
students. 

good for pupils with SEN 
as other students. 

6 Make accurate and 
productive use of 
assessment  
• know and understand 
how to assess the relevant 
subject and curriculum 
areas, including statutory 
assessment requirements  
• make use of formative 
and summative 
assessment to secure 
pupils’ progress  
• use relevant data to 
monitor progress, set 
targets, and plan 
subsequent lessons  
• give pupils regular 
feedback, both orally and 
through accurate marking, 
and encourage pupils to 
respond to the feedback.  
 

The teacher marks 
and assesses work 
according to the 
school policy. 
Accurate records are 
kept 
Assessment data is 
used to inform 
planning. 
Assessment data is 
communicated as per 
school policy. 
Comments on 
Profiles are 
personalised to the 
targets the teacher 
sets for the pupil. 
All pupils know what 
their targets, how 
they are doing and 
what they need to do 
to improve. 

The teacher marks and 
assesses work 
according to the school 
policy. 
Accurate records are 
kept 
There is evidence of 
assessment data being 
used to inform planning 
and this is observed in 
classroom practice. The 
teacher contributes to 
the development of 
assessment in the 
faculty or subject. 
Assessment data is 
communicated as per 
school policy. 
Comments on Profiles 
are personalised to the 
targets the teacher sets 
for the pupil. 
All pupils know what 
their targets, how they 
are doing and what they 
need to do to improve. 

As threshold As threshold 

7 Manage behaviour 
effectively to ensure a 
good and safe learning 
environment  
• have clear rules and 
routines for behaviour in 
classrooms, and take 
responsibility for 
promoting good and 
courteous behaviour both 
in classrooms and around 
the school, in accordance 
with the school’s 
behaviour policy  
• have high expectations 
of behaviour, and 
establish a framework for 
discipline with a range of 
strategies, using praise, 
sanctions and rewards 
consistently and fairly  
• manage classes 
effectively, using 
approaches which are 
appropriate to pupils’ 
needs in order to involve 
and motivate them  
• maintain good 
relationships with pupils, 
exercise appropriate 
authority, and act 
decisively when 
necessary.  

The classrooms 
display the school 
policy on behaviour 
The teacher fulfils the 
demands of the 
behaviour 
management policy 
There is evidence of 
the teacher 
contributing to the 
maintenance of good 
order through good 
classroom practice 
both as a subject 
teacher and tutor 
(where allocated to a 
tutor group). 
 

The classrooms display 
the school policy on 
behaviour 
The teacher fulfils the 
demands of the 
behaviour management 
policy 
There is evidence of the 
teacher contributing to 
the maintenance of 
good order through 
good classroom practice 
both as a subject 
teacher and tutor (where 
allocated to a tutor 
group). 
There is evidence of 
teaching strategies 
being used skilfully to 
enable children to 
overcome barriers to 
learning. The classroom 
is a purposeful place 
with high standards of 
behaviour, uniform and 
conduct being evident. 
 
 

As threshold, but the 
teacher is able to 
support other 
teachers and provide 
leadership in the 
school for managing 
students at break 
time, assemblies, 
school trips etc. 

As UPS2 

8 Fulfil wider 
professional 
responsibilities  

The teacher engages 
and makes a 
contribution to the 

The teacher engages 
and makes a significant 
contribution to the 

The teacher engages 
and makes a 
significant 
contribution to the 

As UPS 2 but this 
is sustained and 
significant. 
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• make a positive 
contribution to the wider 
life and ethos of the school  
• develop effective 
professional relationships 
with colleagues, knowing 
how and when to draw on 
advice and specialist 
support  
• deploy support staff 
effectively  
• take responsibility for 
improving teaching 
through appropriate 
professional development, 
responding to advice and 
feedback from colleagues  
• communicate effectively 
with parents with regard to 
pupils’ achievements and 
well-being.  
 

teams to which they 
are allocated. 
The teacher 
contributes to the 
wider life of the 
school through 
participation in 
extracurricular 
activities, enrichment 
days, trips etc. 
There is evidence of 
having responded to 
cpd.  

teams to which they are 
allocated. 
The teacher contributes 
to the wider life of the 
school through 
organisation of 
extracurricular activities, 
enrichment days, trips 
etc. 
There is evidence of 
having responded to 
cpd and sharing practice 
with others. 

teams to which they 
are allocated. 
The teacher 
contributes to the 
wider life of the school 
through organisation 
and leadership of 
extracurricular 
activities, enrichment 
days, trips etc. 
There is evidence of 
having responded to 
cpd and sharing 
practice with others. 

 

PART TWO: PERSONAL AND PROFESSIONAL CONDUCT  

A teacher is expected to demonstrate consistently high standards of personal and professional conduct. The 
following statements define the behaviour and attitudes which set the required standard for conduct 
throughout a teacher’s career.  

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

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

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

• showing tolerance of and respect for the rights of others  

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

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

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

Teachers must have an understanding of, and always act within, the statutory frameworks which set out their 
professional duties and responsibilities.  

All teachers should be able to provide evidence of their personal and professional conduct. 

 

WHISTLEBLOWING 

INTRODUCTION 

We are committed to conducting our business with honesty and integrity at all times. However, like all 
companies, things may go wrong from time to time, and there is a risk of illegal or unethical conduct taking 
place without our knowledge. A culture of openness and accountability is essential in order to prevent such 
situations occurring and to address them when they do occur. 
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We encourage staff to report suspected wrongdoing as soon as possible. Any concerns that you raise will be 
taken seriously and investigated so that appropriate action can be taken. If you report concerns, your 
confidentiality will be respected. Even if your concerns turn out to be mistaken, you will be protected from 
suffering any victimisation or reprisals for having reporting them. 

This policy covers all employees, officers, consultants, contractors, casual workers and agency workers 
(Staff). 

RESPONSIBILITY FOR THIS POLICY 

Overall responsibility for this policy rests with the Trustees.  We have appointed a Whistleblowing Officer: Jo 
Wilson PA to the Chief Executive Officer, to whom day to day concerns or questions can be addressed. 
Managers are responsible for ensuring those under their control understand this policy. You should familiarise 
yourself with this policy and how to report concerns. 

WHAT IS WHISTLEBLOWING? 

Whistleblowing is the disclosure of information, which relates to suspected wrongdoing or dangers at work 
(or the deliberate concealment thereof).  This may include: 

Concern Examples (non-exhaustive): 

Criminal activity Offering or accepting a bribe 

Breach of a legal obligation Failure to apply for a license or planning permission 

A miscarriage of justice Another Trust being fined for our wrongdoing 

Danger to health and safety Dangerous working practices e.g. unguarded machinery 

Damage to environment Dumping industrial waste 

This policy should not generally 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, Dignity at 
Work or Equal Opportunities Procedure as appropriate. 

RAISING A WHISTLEBLOWING CONCERN 

If you have a whistleblowing concern, you should generally raise this with your manager in the first instance.  
You can do so either in person or in writing.  Your manager may be able to resolve your concern. If they 
cannot quickly and effectively resolve your concern, or if your concern is of a serious nature, your manager 
will refer the matter to the Whistleblowing Officer. 

If your concern is of a serious nature, or if you feel that your manager has not addressed your concern, or 
you prefer not to raise it with them for any reason, you should contact the Whistleblowing Officer. 

MEETING(S) 

We will arrange a meeting with you as soon as possible to take full details of and discuss your concern. If 
necessary, further meetings may also be arranged. You may be accompanied at the meeting(s) by a 
colleague/trade union representative (although we may, at our discretion, permit a different kind of companion 
where this will help overcome particular difficulties caused by a disability or a language barrier). We will take 
down a written summary of your concern and give you an indication of how we propose to deal with the matter. 

RAISING CONCERNS CONFIDENTIALLY 

We hope that you feel able to voice whistleblowing concerns openly under this policy. Anonymous disclosures 
of whistleblowing concerns are discouraged because, if we cannot obtain further information from you, it may 
make a proper investigation more difficult or even impossible. 
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If you are concerned about possible reprisals if your identity is revealed, you should speak to the 
Whistleblowing Officer and appropriate steps can be taken to keep your identify secret. If it is subsequently 
necessary and appropriate to disclose your identity, the Whistleblowing Officer will discuss this with you first. 

INVESTIGATION 

Once we have met with you to establish the nature of your concern, the Whistleblowing Officer will assess 
whether any further investigation is appropriate and, if so, the scope of that investigation. You may be required 
to attend additional meetings as part of that investigation.  The investigator may speak to any witnesses or 
seek advice from staff with relevant specialist knowledge of the subject of your concern. The Whistleblowing 
Officer will aim to keep you informed of the progress of the investigation. You should treat any information 
about the investigation as confidential. 

OUTCOME 

Once the investigation is complete, the Whistleblowing Officer will usually inform you of the outcome. 
However, sometimes the need for confidentiality may prevent us giving you specific details of the outcome or 
any disciplinary action taken as a result. The investigator(s) may make recommendations for change to 
enable us to minimise the risk of future wrongdoing. 

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 listed at the end of this policy. 

EXTERNAL DISCLOSURES 

This policy provides an internal mechanism for reporting, investigating and remedying any wrongdoing in our 
workplace or business dealings. Therefore, in most cases, you should report your concern internally using 
this procedure. However, the law recognises that in some circumstances it may be appropriate for you to 
raise your concern externally (e.g. with a regulator). You should note that there is a list of proscribed persons 
to whom whistleblowing concerns can be reported and it will very rarely, if ever, be appropriate to alert the 
media. 

You should seek advice before raising a whistleblowing concern externally – contact details for Public 
Concern at Work (an independent whistleblowing charity who operate a confidential helpline) are listed at the 
end of this policy. 

If your concern relates to the actions of a third party (e.g. a supplier or service provider), in some 
circumstances the law will protect you if you raise the matter with the third party directly. However, we 
encourage you to report such concerns internally first. You should contact your manager or the 
Whistleblowing Officer for further guidance. 

PROTECTION FOR THOSE MAKING COMPLAINTS / ASSISTING AN INVESTIGATION 

Staff who raise whistleblowing concerns in good faith, or who participate in good faith in any investigation 
conducted under this policy must not suffer any form of retaliation or victimisation as a result.  If you believe, 
you have suffered any such treatment you should inform your manager in the first instance. If the matter is 
not remedied you should raise it formally using our Grievance Procedure or the Dignity at Work procedure if 
appropriate. 

Any Staff member found to have retaliated against or victimised another member of Staff for raising a 
whistleblowing concern, or for assisting an investigation under this policy, will be subject to disciplinary action 
under our Disciplinary Procedure. 

We will support staff who raise genuine concerns under this policy, even if they turn out to be mistaken. 
However, if we conclude that you have made false allegations maliciously, or with a view to personal gain, 
you may be subject to disciplinary action. 

CONFIDENTIALITY 
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Confidentiality is very important and it is the responsibility of everyone involved in the policy to respect the 
high level of confidentiality that is required.  Details of the whistleblowing concern and the investigation must 
only be disclosed on a “need to know” basis. Breach of confidentiality may, in itself, give rise to disciplinary 
action under our Disciplinary Procedure. 

Information about a whistleblowing concern you have raised may be placed on your personnel file, along with 
a record of the outcome. 

ACTING AS A COMPANION 

Acting as a companion to attend any meetings under this policy is voluntary and colleagues are under no 
obligation to do so. Companions are allowed reasonable time off from duties (without loss of pay) to attend 
meetings. 

KEY CONTACT DETAILS 

Whistleblowing Officer Mrs J Wilson 

jwilson@edmonton.enfield.sch.uk 

CEO Dr Susan Tranter  

c/o jwilson@edmonton.enfield.sch.uk 

Chair of the Audit Committee Mr Clinton Page 

c/o jwilson@edmonton.enfield.sch.uk 

The Trust’s external auditors Taylor Associates 

1st Floor Gallery Court 

28 Arcadia Avenue 

London 

NW3 2FG 
 

Protect 

(Independent whistleblowing charity) 

Helpline: 020 3117 2520 

E-mail: whistle@protect-advice.org.uk 

Website: www.pcaw.co.uk 

 
 
HEALTH & SAFETY POLICY 

INTRODUCTION 

As a Trust, we must take steps to protect the health and safety of staff and third parties visiting our premises 
or affected by our work. This policy sets out our arrangements for meeting those responsibilities. 

Overall responsibility for this policy rests with the Trustees. Managers have responsibility for ensuring staff 
under their control follow the policy. Each member of staff has responsibility for ensuring they are familiar 
with the policy, to follow our safety rules (particularly those relating to the safe use of equipment and 
machinery) and to take appropriate steps to minimise health and safety risks. Health and safety concerns 
should be reported promptly to the person named in the staff handbook at each school. 

Failure to comply with this policy may be treated as misconduct and dealt with under our Disciplinary 
Procedure. In serious cases, this could lead to dismissal. 

TRAINING 

All staff are given a health and safety induction and provided with safety training appropriate for their role.  
Depending upon your role, this may include training relating to: 
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• Manual handling; 

• Control of substances hazardous to health (COSHH); 

• Working at height; 

• Gas and/or electrical safety; 

• The use of personal protective equipment (PPE); and 

In addition, we will ensure that you are given adequate training and supervision to perform your work 
competently and safely. 

EQUIPMENT 

You must use equipment in accordance with any instructions given to you. Any equipment fault or damage 
must immediately be reported to your manager. Do not attempt to repair equipment unless trained to do so. 
Where provided, PPE must be worn or used as instructed. 

ACCIDENTS AND FIRST AID 

Details of first aid facilities and the names of trained first aiders are displayed on the notice boards. All 
accidents and injuries at work, however minor, should be reported to the nominated person (see Staff 
handbook) and recorded in the Accident Book. 

FIRE SAFETY 

You should familiarise yourself with the fire safety instructions, which are displayed on notice boards and 
near fire exits. If you hear a fire alarm, leave the building immediately by the nearest fire exit and go to the 
fire assembly point shown on the fire safety notices. Regular fire drills will take place (you will usually be 
notified in advance of the timing of any pre-planned drill). We also carry out regular fire risk assessments and 
regular checks of fire extinguishers, fire alarms, escape routes and emergency lighting. 

RISK ASSESSMENTS AND MEASURES TO CONTROL RISK 

We perform workplace risk assessments periodically, to assess the risks to health and safety of employees, 
visitors and other third parties as a result of our activities, and to identify any measures that need to be taken 
to control those risks. 

COMPUTERS AND DISPLAY SCREEN EQUIPMENT 

If you use a computer screen or other display screen equipment as a significant part of your work, you are 
entitled to a workstation assessment and regular eyesight tests by an optician at our expense.  Further 
information can be obtained from Karen Rhatigan, Trust personnel Manager. 

EMAIL AND INTERNET POLICY 

INTRODUCTION 

To assist you in your role you may be provided with access to email and internet systems.  This policy sets 
the standards you must meet when using our email and internet systems, explains when and how we monitor 
their use and the consequences of failing to comply with the rules regarding email and internet use. This 
policy should be read in conjunction with the Social Media Policy. 

This policy covers all employees, officers, consultants, contractors, casual workers and agency workers 
(Staff). 

EQUIPMENT SECURITY AND PASSWORDS 



Edmonton Academy Trust Handbook 
 

Page | 55 
 

The security of the equipment allocated to or used by you is your responsibility. You must not allow it to be 
used by a third party, or otherwise in a way that does not comply with this policy. You should use passwords 
on all IT equipment, particularly items that you take out of the office. You should keep your passwords 
confidential and change them regularly. 

You must only log on to our systems using your own username and password. You must not use another 
person’s username and password, or allow anyone else to log on using your username and password. 

If you are away from your workstation, you should log out or lock your computer. You must log out and shut 
down your computer at the end of each working day. 

SYSTEMS AND DATA SECURITY 

You should not delete, destroy or modify existing systems, programs, information or data (except as 
authorised in the proper performance of your duties). Downloading unauthorised software, or attaching 
devices, may interfere with our systems and may introduce viruses or other malware. To protect our systems 
from this risk, you must not without authorisation: 

• Download or install software from external sources; or 

• Attach any device or equipment including mobile phones, tablet computers or USB storage devices 
to our systems. 

We monitor all e-mails passing through our system for viruses. You should exercise particular caution when 
opening unsolicited e-mails from unknown sources. If an email looks suspicious, do not reply to it, open any 
attachments or click any links in it. 

If you suspect your computer may have a virus, or receive any suspicious emails, please report this 
immediately to the IT manager at your workplace. 

EMAIL DO’S AND DON’TS 

Do: Don’t: 

adopt a professional tone; 

observe appropriate business etiquette; 

remember that emails can be used in legal 
proceedings and that deleted emails can be 
retrieved; and include our standard email signature 
and disclaimer. 

send abusive, obscene, discriminatory, racist, 
harassing, derogatory, defamatory, pornographic or 
otherwise inappropriate e-mails; 

send or forward private e-mails at work which you 
would not want a third party to read; 

send or forward chain mail, junk mail, cartoons, 
jokes or gossip; 

contribute to system congestion by sending trivial 
messages or unnecessarily copying or forwarding 
e-mails to others who do not have a real need to 
receive them; 

send messages from another person’s email 
address (unless authorised) or under an assumed 
name; or 

use your own personal email account to send or 
receive email for the purposes of work. 

 

We do not permit access to web-based personal email such as Gmail or Hotmail on our computer systems 
at any time due to additional security risks. 

USING THE INTERNET 
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Internet access is provided for work purposes. You should not access any web page or download any image 
or other file from the internet, which could be regarded as illegal, offensive, in bad taste or immoral. Even 
web content that is legal in the UK may be in sufficient bad taste to fall within this prohibition. As a general 
rule, if any person (whether intended to view the page or not) might be offended by the contents of a page, 
or if the fact that our software has accessed the page or file might be a source of embarrassment if made 
public, then viewing it will be a breach of this policy. We may block or restrict access to some websites at our 
discretion. 

We do not permit the use of our systems to send personal email, browse the internet and make personal 
telephone calls at any time. Doing so is strictly forbidden and may result in disciplinary action. 

MONITORING 

Our systems enable us to monitor telephone, email, voicemail, internet and other communications. For 
business reasons, and in order to carry out legal obligations in our role as an employer, your use of our 
systems including the telephone and computer systems (including any personal use) may be continually 
monitored by automated software or otherwise. 

We reserve the right to retrieve the contents of email messages or check internet usage (including pages 
visited and searches made) as reasonably necessary in the interests of the business, including for the 
following purposes (this list is not exhaustive): 

• To monitor whether the use of the email system or the internet is legitimate and in accordance with 
this policy; 

• To find lost messages or to retrieve messages lost due to computer failure; 

• To assist in the investigation of alleged wrongdoing; or 

• To comply with any legal obligation. 

PROHIBITED USE OF OUR SYSTEMS 

Misuse or excessive personal use of our telephone or email system or inappropriate internet use will be dealt 
with under our Disciplinary Procedure. Misuse of the internet can in some cases be a criminal offence. 

Creating, viewing, accessing, transmitting or downloading any of the following material will usually amount to 
gross misconduct (this list is not exhaustive): 

• Pornographic material (that is, writing, pictures, films and video clips of a sexually explicit or arousing 
nature); 

• Offensive, obscene, or criminal material or material which is liable to cause embarrassment to us or 
to our clients; 

• A false and defamatory statement about any person or organisation; 

• Material which is discriminatory, offensive, derogatory or may cause embarrassment to others 
(including material which breaches our Equal Opportunities Policy or Dignity at Work Policy); 

• Confidential information about us or any of our staff or clients (except as authorised in the proper 
performance of your duties); 

• Unauthorised software; 

• Any other statement which is likely to create any criminal or civil liability (for you or us); or 

• Music or video files or other material in breach of copyright. 
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SOCIAL MEDIA POLICY 

Introduction 

Social media is an ever-growing phenomenon with an increasing importance to the Trust’s reputation.  
However, there are risks associated with social media use and the aim of this policy is to minimise those risks 
to our business and reputation. 

This policy deals with the use of all forms of social media, including social and business networking sites (e.g. 
Facebook, LinkedIn, Twitter), instant messaging services (e.g. WhatsApp, Snapchat), video and image 
sharing sites (e.g. YouTube, Instagram, TikTok, Pinterest and Flickr) as well as more traditional personal 
blogs and topic based forums. It applies to use of social media for business purposes as well as personal 
use that may affect our business in any way. 

This policy covers all of our staff including employees, officers, consultants, contractors, casual workers and 
agency workers (Staff). Managers have a specific responsibility for operating within the boundaries of this 
policy and ensuring that the Staff under their control understand the standards of behaviour expected of them. 
All Staff are responsible for their personal compliance with this policy and should ensure that they take the 
time to read and understand it. 

This policy should be read in conjunction with the Trust’s Email and Internet Policy. Social media should 
never be used in a way that breaches any of the Trust’s other policies and procedures (e.g. the Equal 
Opportunities or Dignity at Work Policies). 

General Principles 

The following general principles apply throughout this policy: 

• You will be assumed to be personally responsible for anything posted on any social media account 
associated with you. Therefore, we recommend that you do not share your log-in details with anyone 
else, or leave your phone or other personal devices unattended; 

• If a social media site records the time and/or date of a posting made by you, this will be deemed to 
be accurate unless the contrary is proven; 

• Always remember that anything you post online is never completely private. In particular, you should 
not assume that you have any entitlement to privacy in respect of anything you post on a social media 
site which can be freely viewed by members of the public, other Staff members pupils and parents]); 
and 

• If you post anything on a social media site which is in breach of this policy, or of any of the Trust’s 
other policies or procedures, you should be aware that whilst you should delete the posting promptly, 
doing so will not exonerate you from the breach and you may still be liable to disciplinary action. 

Personal Social Media Use 

You are strictly forbidden from accessing or using social media for personal purposes during working hours, 
whether by means of our computer network or communications systems, or by means of personal devices 
(e.g. iPads, tablets or mobile telephones). Any personal use must be limited to before or after work, and 
during break and lunch times. 

Use Of Social Media On Behalf Of The Trust 

Some Staff members may be required to post content or comments in a social media environment in order 
to build the social media profile of the Trust. If you use social media for business purposes, the following 
additional rules will apply: 

• You remain at all times subject to the remainder of this policy, in particular the general principles set 
out above, and must follow the social media do’s and don’ts set out below; 
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• If required to do so, you must use any social media accounts, profiles and pages set up and paid for 
by the Trust for work purposes. Where such accounts exist, you are forbidden from using personal 
accounts for business purposes; 

• You must not share the log-in details of any social media account used for business purposes with 
anyone else; 

• You must use our computer network or communication system to access and use social media for 
business purposes. You must not use a personal device (e.g. an iPad, tablet or mobile telephone) 
unless you are expressly permitted to do so by your manager; 

• You may be required to undergo training on the business use of social media; 

• We may impose certain requirements and restrictions regarding your activities (including the nature 
of the material you post, the site you are permitted to access during working hours and the amount 
of working time you are allowed to spend on social media activities); and 

• If you are contacted for comments about the organisation for publication anywhere, including in any 
social media outlet, you must not respond without written approval. Please direct the enquiry to the 
Headteacher/Head of School. 

 

Guidelines For Responsible Use Of Social Media 

Do’s Don’ts 

be respectful to the differing opinions and beliefs 
of others when posting or commenting on social 
media; 
 
make it clear in social media postings, or in your 
personal profile, that you are speaking on your 
own behalf, write in the first person and use a 
personal email address (unless using social 
media for business purposes – see above); 

 
if you disclose your affiliation with the Trust on 
your profile or in any social media postings, you 
must: 

− state that your views do not represent those 
of your employer (unless you are authorised 
to speak on our behalf for business purposes 
– see above); and 

− ensure that your profile and any content you 
post are consistent with your professional 
image; 

if you are uncertain or concerned about the 
appropriateness of any statement or posting, 
refrain from posting it until you have discussed it 
with your manager; and 
 
if you see social media content that disparages or 
reflects poorly on the Trust, you should notify your 
manager. 

you must avoid posting or commenting upon 
anything on social media that could directly or 
indirectly damage our reputation; 
 
don’t defame or disparage the Trust, our staff, 
trustees, pupils or parents; 
 
don’t harass, bully or unlawfully discriminate 
against staff, trustees, pupils or parents; 
 
don’t make posts or comments which are 
disrespectful to the differing views or opinions of 
others; 
 
don’t make posts or comments which may be 
deemed to incite racial or religious hatred or which 
may be in breach of any other law; 
 
don’t make false or misleading statements or 
impersonate colleagues or third parties; 
 
do not express opinions on our behalf via social 
media, unless expressly authorised to do so by your 
manager (see business use above). 
 

don’t post comments about sensitive business-
related topics, such as the Trust’s performance; 
 
don’t do anything to jeopardise our confidential 
information and intellectual property; and 
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do not include our logos or other trademarks in any 
social media posting or in your profile on any social 
media, unless expressly permitted by your 
manager (see business use above). 

 

Monitoring 

The Trust reserve the right to monitor, intercept and review, without further notice, Staff activities using our 
IT resources and communications systems, including but not limited to social media postings and activities, 
to ensure that our rules are being complied with and for legitimate business purposes and you consent to 
such monitoring by your use of such resources and systems. 

Recruitment 

We may use internet searches to perform due diligence on candidates in the course of recruitment. Where 
we do this, we will act in accordance with our data privacy and equal opportunities obligations. 

Breach Of This Policy 

Disciplinary action may be taken in respect of any breach this policy, no matter how minor.  Serious breaches 
of this policy may result in summary dismissal. 

If you consider that you have committed an inadvertent breach of this policy, you are advised to discuss the 
matter with your manager. 

You may be required to remove any social media content that we consider to constitute a breach of this policy. 
Failure to comply with such a request may in itself result in disciplinary action. 

MANAGING ALLEGATIONS MADE ABOUT STAFF 

Aim 

Edmonton Academy Trust is committed to providing the highest level of care for both students and staff. It is 
important that an allegations of abuse against any member of staff or volunteer is dealt with thoroughly and 
efficiently. This policy is in line with statutory guidance from the DfE and is designed to ensure that all staff, 
students and parents/carers are aware of the procedure for investigations of allegations of abuse. Any 
allegation against staff should immediately be reported to the Head of Primary Phase or the Deputy Head on 
the relevant campus/school.  Concerns about the Head of Primary or Deputy Headteachers should be 
reported to the Head of School/Headteacher.  Concerns about the Head of School/Headteacher should be 
reported to the Chief Executive (or to the Chair of Trustees where the Chief Executive is the subject of 
concern). Allegations will be taken seriously and investigated immediately. 

Rationale 

This policy will be used alongside the school’s Safeguarding Policy and the Complaints Procedure and used 
where it is suspected or alleged that a member of staff or volunteer at the school has:  

•  behaved in such a way that may have harmed a child or intended to harm a child; 

•  acted outside of the law in relation to dealing with a child  

•  behaved in any way that suggest that they may be unsuitable to work with children.  

It is important that allegations against staff are dealt with as quickly and efficiently as possible to ensure that:  

• the risk to the child and the impact on the child’s progress is minimised;  

•  a fair and thorough investigation is carried out for all concerned. 
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Implementation 

The procedure for dealing with allegations against staff depends on the circumstances surrounding the 
allegation. All concerns around poor practice or possible child abuse by staff should be reported to the Head 
of Primary Phase or the Deputy Head on the relevant campus.  Concerns about the Head of Primary or 
Deputy Headteachers should be reported to the Head of School/ Headteacher.  Concerns about the Head of 
School/Headteacher should be reported to the Chief Executive (or to the Chair of Trustees where the Chief 
Executive is the subject of concern), who will then contact the Local Authority Designated Officer (LADO). A 
discussion will then take place to decide on the best course of action. The school will share information with 
the LADO on the allegation itself, the child concerned and the person against whom the allegation has been 
made and decide whether a Police investigation or strategy discussion is required. Representatives from 
other agencies such as health, social care, the GP or police may be invited into the discussion.  

Supporting Those Involved  

The parents/carers of the child who has made the allegation against the member of staff will be notified. If 
the Police or social services are to be involved, they will be contacted first and will advise on what information 
may or may not be disclosed to parents/carers. Parents/carers will be made aware of any progress in the 
investigation. Where there is no criminal prosecution and a disciplinary hearing takes place, the outcome will 
be explained to parents/carers. If social services or the Police are involved, they will advise the school on 
what type of additional support the child may need.  

The Trust’s Whistleblowing Policy enables staff to raise concerns or allegations against colleagues in 
confidence. An enquiry will then take place.  

The Head of School/Headteacher or Chief Executive (where appropriate) will ensure that the stress of any 
allegation against a member of staff is kept to a minimum. The person involved will be informed of the 
allegation immediately after the Chief Executive has spoken to the Chair of Trustees and will be advised on 
the next course of action. If the Police or social services are involved, they will be contacted before the 
employee and will advise on what information should be disclosed to the person under investigation. A named 
representative will keep the employee advised on the progress of the case and any other work-related issues.  

If that person is suspended, they will be kept informed of any developments. If the employee is the member 
of a union or any other professional body, they should be advised to contact that body at the beginning of the 
investigation. The school should also consider whether the employee will need additional support, and if so, 
where that support should come from.  

It is the responsibility of the school to ensure and maintain the privacy of all parties concerned. A breach of 
confidentiality will be taken seriously and may warrant its own investigation. It is a criminal offence to publish 
information that could lead to the identification of a person who is the subject of an allegation before they are 
summonsed or charged.  

Suspension  

The school will not suspend a member of staff without serious consideration of the circumstances surrounding 
the allegation. Depending on the nature of the case, it may be possible to make alternative arrangements 
which would allow the member of staff to continue working, but is removed from the person making the 
allegation. The Chief Executive or Chair of Trustees has the power to suspend an employee once they have 
received appropriate advice from the Police and/or social services. The employee should receive confirmation 
of the suspension at least one working day before this comes into effect and be made aware of the reason 
for the suspension.  

Resignation  

If an employee resigns when the allegation is made against them or during an investigation, the investigation 
will still continue until an outcome has been reached. The investigation will continue with or without the 
person’s cooperation; however, they will be given every opportunity to respond to the allegation.  

Record Keeping  
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Details records surrounding the allegation, investigation and outcome should be kept in the personal file of 
the member of staff concerned. The member of staff should receive a copy of the same information. If the 
allegation did not result in criminal charges, records should show exactly what happened, the action taken 
during and after investigation and how the outcome was reached. The record should be kept for 10 years or 
at normal retirement age, whichever comes first.  

Allegations that are proven to be malicious or unfounded will not be kept on employment records or used in 
employee references. Details of any allegation made by a student will be kept in the confidential section of 
their record.  

Outcome  

If the investigation results in the dismissal or resignation of the member of staff and they have been charged 
with a criminal offence, the Police and/or social services will advise the school on referring the person 
concerned to the Independent Safeguarding Authority. If it is decided that the employee may return to school 
following a period of suspension, the school should ensure that the transition is a smooth as possible.  

If the child who made the allegation is still at the school, the Executive Headteacher will consider how to 
manage the contact between the employee and the child.  

False Allegations  

In cases where an allegation is proven to be false, the Chief Executive and Chair of Trustees may involve 
social services to determine whether the child is in need of special care or whether they are being abused 
elsewhere. If an allegation is found to be intentionally malicious or factitious, the Chief Executive will decide 
on the course of action for the student making the allegation. The school has the power to exclude students 
who make false claims, or refer the case to the Police if a criminal offence has been committed. If the claim 
has been made by a person who is not a student at the school, information will be handed over to the Police 
for further action. 

 

SAFEGUARDING POLICY 

Safeguarding Children Statement 

The Safeguarding Team 

The Designated Safeguarding Leads for Edmonton County School are: 

Mr P Miller  Head of School 

Mr S Christie  Deputy Head of Secondary 

Mrs E Franciosa Head of Primary School  

Mr A Lloyd  Deputy Head of Secondary 

Miss M Panayi  Deputy Head of Secondary 

In addition, Child Protection and Safeguarding concerns and queries may be referred to 

Dr J Upton    Educational Psychologist 

Mrs C Riley    Family Support Worker 

Mr O Katircioglu   Family Support Worker 

The Designated Safeguarding Leads for Lea Valley Academy are: 
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Mr S Kinson   Headteacher 

Mrs K McGarvey  Vice Principal 

Any concern can be referred immediately to the Chief Executive, Dr Tranter. 

The Trust and each school in the Trust aims to create a safe and secure learning environment for all 
students.  All staff have a responsibility to safeguard the wellbeing of all the children in the Trust and if any 
member of staff has concerns about the welfare of any child, or the conduct of any adult on campus, they 
have a responsibility contact a Deputy Head or Head of School/Headteacher or the Chief Executive.  Any 
concerns will be dealt with in the strictest confidence.  

Aim: the aim of this policy is to draw together a number of school policies that are related to the safeguarding 
of children and young people. According to the DfE Safeguarding is defined as follows: 

Safeguarding and promoting the welfare of children is defined as: 

• protecting children from maltreatment 

• preventing impairment of children’s health or development 

• ensuring children are growing up in circumstances consistent with the provision of safe and effective 
care. 

Child protection is a part of safeguarding and promoting welfare. It refers to the activity that is undertaken to 
protect specific children who are suffering, or are likely to suffer, significant harm. 

Effective child protection is essential as part of wider work to safeguard and promote the welfare of children. 
However, all agencies and individuals should aim to proactively safeguard and promote the welfare of children 
so that the need for action to protect children from harm is reduced. 

Rationale: The safety and welfare of the children and young people at School should always be the first 
priority when planning and delivering programmes, events and the daily life of the school. It is not exhaustive 
as no safeguarding policy can ever anticipate all possible circumstances how the principles should be applied 
by all staff at all times. Staff should always err on the side of caution and seek advice whenever there is 
uncertainty. 

All staff are required to sign to say that they have read the Staff Handbook and read ‘Keeping Children Safe 
in Education Part 2- information for all school and college staff- September 2020’ 

All staff are required to sign to say that they will inform the Head of School/Headteacher if they are subject to 
arrests and/or receive any caution or conviction. 

All staff are required to sign to say that their criminal record information is unchanged and have no 
investigations or charges pending. 

Vetting and Pre-Employment Checks 

All staff are subject to vetting and pre-employment checks. An enhanced DBS check is conducted on all staff 
who are offered an appointment at Edmonton Academy Trust. 

References are always sought and one reference must be from the previous employer (the Headteacher of 
the school, if the person worked in a school). 

All staff must complete the Trust’s application form and as part of the safer recruiting policy the application 
form is subject to scrutiny and questions are posed at interview that relate to safeguarding. 

False declarations on an application form will normally lead to the termination of employment. 
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No member of staff may commence work for the Trust until pre-employment checks are completed. If there 
is a delay in securing DBS clearance the Headteacher/Head of School will complete a Risk Assessment to 
determine if a person may commence work. If the appointment is for a Headteacher /Head of School any risk 
assessment will be completed by the Chief Executive. 

The Headteacher/Head of School’s Personal Assistant is responsible for the Single Central Record. 

Advice to Staff 

General 

All staff receive regular training on Safeguarding and Child Protection. 

All Staff are trained to know the types of abuse and what they should do if they suspect a child is being 
abused or a child makes a disclosure. 

In addition, staff are advised that they should take care that relationships with students reflect the age, gender 
and maturity of the students and to ensure that demeanour, language and attitudes do not give rise to 
misunderstandings 

Categories of Child Abuse 

These include 

• Physical abuse 

• Emotional abuse 

• Neglect 

• Sexual abuse (CSE – Child Sexual Exploitation) 

• The risk of radicalisation  

• Involvement in crime 

• Involvement in a gang 

• Cybercrime- such as cyber-bullying and grooming 

 
Staff having concerns should refer their concern to a member of the Safeguarding Team. 
Reporting incidents 

If staff have a concern.  

The concern must be reported to a member of the Safeguarding Team without delay using the school systems 
or by email or in person. Such a duty overrules any other obligation. 

If a child makes a disclosure 

If a student makes a disclosure to a member of staff, the member of staff is required to write a factual account 
of the disclosure and pass this onto one of the Safeguarding Team. The individual school system should be 
used and it is essential that full records are kept at all stages.  

During occasions as these staff should 

• not ask any leading questions, let the child speak as much as possible 
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• avoid expressing any opinion about any individual being discussed 

 
• not agree to keep anything a secret but explain they will need to speak to someone who can help. 

 
An incident that could give rise to a concern 

Staff should report any concerns they may have following any incident where actions may have been 
misinterpreted. This report should be made to a Deputy Head as soon as possible.  The Deputy Head will 
advise the Headteacher/Head of School.  

For example, if it is necessary to restrain a pupil to prevent injury or maintain order. This must be reported to 
a Deputy Head without delay. The Deputy Head will inform the Headteacher/Head of School. 

Staff should be aware that if an allegation is made about them by a child, the system, underpinned by statutory 
guidance, is that the Executive Headteacher has to consult the LADO (Local Authority Designated Officer). 
The LADO may either call a strategy meeting or decide that the issue can be dealt with internally. In either 
case a member of staff may be suspended or given duties that mean they have no unsupervised contact with 
children. Both are ‘neutral’ acts designed to preserve the evidence gathering system but also prevent any 
system being compromised. Staff should always seek the advice of their union or professional association if 
such an allegation is made. If you are in doubt, please speak to a designated CP officer or the 
Headteacher/Head of School. 

The procedure for dealing with allegations against staff depends on the circumstances surrounding the 
allegation. All concerns around poor practice or possible child abuse by staff should be reported to the 
Headteacher/Head of School or the Head of Primary Phase.  Concerns about the Headteacher/Head of 
School or the Head of Primary Phase should be reported to the Chief Executive (or to the Chair of Trustees 
where the Chief Executive is the subject of concern), who will then contact the Local Authority Designated 
Officer (LADO). A discussion will then take place to decide on the best course of action. The school will share 
information with the LADO on the allegation itself, the child concerned and the person against whom the 
allegation has been made and decide whether a Police investigation or strategy discussion is required. 
Representatives from other agencies such as health, social care, the GP or police may be invited into the 
discussion.  

See the Policy ‘Managing Allegations Made about Staff’ 

 
Related Policy Statements 
 
Physical Contact  
Physical contact may be misconstrued by a student, parent or observer. Touching students, including well-
intentioned informal and formal gestures such as putting a hand on the shoulder or arm can unfortunately 
lead to questions being raised.  However, there will be occasions when physical contact will be acceptable, 
such as: 

• Action to prevent harm or injury to the student or to others.  Minimum force and contact necessary to 
prevent harm or injury is acceptable and defensible in this situation. Such incidents must always be 
reported to the Deputy Head on the campus where the incident occurred. 

• Comforting a student in distress. There is no easy definition of what is acceptable since much will 
depend on the circumstances, the age of the student, the extent and cause of the distress and the 
alternative means of providing comfort. Staff will need to use their professional judgement and 
discretion in relation to these factors.  Record the incident on SIMs. 

• Unavoidable contact. This is a particularly sensitive issue in subjects such as Physical Education and 
Drama and in some forms of skills coaching. All teachers must be alert to the possibilities of 
misinterpreting any contact. To avoid such misunderstanding all planned contact must be 
demonstrably unavoidable. It may be, for example, that alternative methods involving demonstrations 
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of particular techniques by the teacher or a particularly competent student may be more appropriate 
than modifying a student's technique by physical contact.  If required, record and report the contact. 

Corporal Punishment  

Any form of physical punishment is prohibited under disciplinary procedures and potentially actionable in law.  

Private meetings  

Private meetings provide opportunities for students to make malicious allegations. Staff must therefore 
recognise this possibility and plan such meetings accordingly. It is advisable to avoid remote areas of the 
school and to ensure that wherever possible the door is left open or visual contact with others is maintained. 
Under no circumstances should meetings with individual students be arranged off the school premises without 
the prior approval of the Headteacher/Head of School. This includes the transporting of individual children in 
private cars.  

Where it is not possible to meet in the circumstances referred to above another member of staff should be 
told of the meeting beforehand. Steps to prevent others entering a room by the use of 'Meeting in Progress' 
are especially likely to be open to misinterpretation.  

Comments and Discussions with Students  

Staff must avoid comments to or about students which could be taken to have sexual overtones. It is equally 
unacceptable for staff to encourage debate and discussion between groups of students, which could be 
interpreted as having sexual overtones which are not justified in the context of the teaching programme. 
However, staff may from time to time need to engage in conversation with students which cover sensitive 
matters. Note that the persistent and hurtful use of sarcastic, demeaning or insensitive comments towards 
young people may also be regarded as a form of abuse which is potentially very damaging and is incompatible 
with the duty of staff to protect.  

Infatuations and Crushes  

These unfortunately do develop and can involve students and teachers of both sexes on both a heterosexual 
and homosexual basis. They need to be handled sensitively. Careless and insensitive reactions have been 
known to provoke false accusations. It is therefore in the interest of all parties to avoid adding to the student's 
problems by encouraging the crush or making jokes about the situation. In such situations the advice of a 
senior colleague must be sought. Other members of staff have a part to play too, in alerting a colleague to 
the possibility of an infatuation in order that appropriate steps can be taken to minimise hurt and distress and 
the risk to the teacher concerned.  

Racial, Homophobic, Implicit Bias and other forms of discrimination 

We are proud to be a Trust that celebrates diversity and choice.  Comments by staff or students that are 
disrespectful of a person’s race, colour, religion, gender preference, sexual orientation or life style choice are 
not accepted.    Whilst we celebrate the right to choose a lifestyle, we must recognise others rights.  Therefore, 
staff should be discreet regarding their personal arrangements.  If staff or students feel victimised, threatened, 
bullied or are unhappy about remarks, looks, comments that are related to this issue, the advice of a member 
of the Leadership team should be sought.  It is important that we all adapt a zero tolerance attitude to 
discrimination. 

Implicit bias is an unconscious association, belief, or attitude toward any social group. Due to implicit biases, 
people may often attribute certain qualities or characteristics to all members of a particular group, a 
phenomenon known as stereotyping. 

While people might like to believe that they are not susceptible to these biases and stereotypes, the reality is 
that everyone engages in them whether they like it or not. 

This reality, however, does not mean that you are necessarily prejudiced or inclined to discriminate against 
other people. It simply means that your brain is working in a way that makes associations and generalizations. 
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It is important to understand that implicit bias is not the same thing as racism, although the two concepts are 
related. Overt racism involves conscious prejudice against members of a particular racial group and can be 
influenced by both explicit and implicit biases. 

Other forms of discrimination that can be influenced by unconscious biases include ageism, sexism, 
homophobia, and ableism. 

One of the benefits of being aware of the potential impact of implicit social biases is that you can take a more 
active role in overcoming social stereotypes, discrimination, and prejudice. 

In addition to the fact that we are influenced by our environment and stereotypes that already exist in the 
society into which we were born, it is generally impossible to separate yourself from the influence of society. 
You can, however, become more aware of your unconscious thinking and the ways in which society 
influences you. 

Out of School and After-School Activities  

Staff should take particular care when supervising students in the less formal atmosphere of a residential 
setting or after-school activity. The more relaxed relationships that may promote successful activities can be 
misinterpreted by young people.  Under no circumstances may alcohol be consumed by staff or students 
when on activities. 

Teaching materials 

The use of books, videos and films of an explicit or sensitive nature must be given careful consideration to 
ensure that its selection is not subsequently misinterpreted.  Teachers should follow classification guidelines 
when using videos or films. 

Students with Special Needs  

If students require assistance with toileting, this will be reflected in a risk assessment. In an emergency please 
contact welfare. Staff should discuss with the relevant Deputy Head what arrangements will be reasonable 
in all the circumstances.  

First Aid  

The existence of any life threatening or serious condition will determine the suitability and necessity of 
physical contact. 

Personal letters and on-line communication 

It will rarely be appropriate for teachers to write personal notes or letters, or to send e-mail, to individual 
students.  

This advice is not intended to curtail the use of e-mail where schools have agreed the use of this medium for 
submission of work, advice over aspects of subjects being covered or other professional matters.  All staff 
using e-mail in this context need to be aware of the less formal style that can characterise this form of 
communication and should ensure that responses do not convey an inappropriate tone.  

Staff should keep passwords secure and ensure that no other person can gain access to their e-mail account 
and maliciously send messages which appear to have been written by them. Staff and students should use 
an e-mail address provided as part of an official school or LEA internet service, even if they are sending 
messages while working at home.  

Staff should comply with the Guidelines on Electronic Commutation in this Staff Handbook 

Footnote 

The purpose is to promote the highest standards of care for young people and to protect staff from the 
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potentially devastating consequences of false allegations. All staff are urged to consider how they can 
safeguard their own position in the light of this advice without giving up important personal principles of care 
and trust. Whenever doubt exists staff should seek the advice of the Headteacher/Head of School. 

 
Implementation 
 
In general, any concerns should be referred to the Leadership Team member with responsibility for the year 
group (escalate to the Deputy Head with line responsibility for the year group of the student). 
 
All CP referrals are discussed with the Headteacher/Head of School. 
 
The following school policies are relevant to this Safeguarding Policy: 
 
Annually: There will be an updating meeting on Child Protection and Safeguarding as part of the September 
INSET meetings. All new staff will receive training and briefing as part of their induction. 
 
Daily: 
• All staff should wear their identity lanyard at all times when on school premises or working with 

children (for example on a school trip, accompanying children to the theatre, trip or school fixture) 

• All students should wear their school identity lanyard at all times when on school premises. Students 
are not required to wear their identity lanyard when on school visits and trips as this might advantage 
predators and compromise a child’s identity 

• All visitors to school must wear a visitor’s badge or be under the direct supervision of a member of 
staff at all times. Contractors should wear a school visitor’s sticker or be under the direct supervision 
of a member of staff at all times 

• Members, Trustees and Governors should wear their identity lanyard when in school 

• If a person is seen in school without a visitor’s lanyard they should be asked politely to report to 
reception to sign in. If possible, staff should accompany the person. If this is not possible or to do so 
would place the member of staff or children at risk, then contact should be made with reception who 
will alert a senior member of staff 

• All staff are required to have the DBS, qualifications and identity check and two written references 
before they commence working at EAT. Only the Headteacher/Head of School can agree for a person 
to start work before these checks have been completed 

• If there is a safeguarding issue that arises from the recruitment process, the Headteacher/Head of 
School will conduct a risk assessment and there are three outcomes 1) the person is allowed to work 
with no control measures in place 2) the person may work subject to control measures that are 
therefore contractually binding and 3) the risk to the school cannot be reduced significantly by control 
measures and so any offer of employment is withdrawn 

• Any member of staff who becomes subject to a criminal procedure is required to report this to the 
Headteacher/Head of School (the Headteacher/Head of School should report to the Chief Executive 
and the Chief Executive to the Chair of Trustees) at the earliest opportunity. Staff should report arrest, 
reprimand, caution and convictions to the Headteacher/Head of School (the Headteacher/Head of 
School should report to the Chief Executive and the Chief Executive to the Chair of Trustees)  

The Headteacher/Head of School will conduct a risk assessment and there are three outcomes 1) 
the person is allowed to work with no control measures in place 2) the person may work subject to 
control measures that are therefore contractually binding and 3) the risk to the school cannot be 
reduced significantly by control measures and the disciplinary process will be invoked. Failure to 
disclose will normally be dealt with under the disciplinary procedure. 

 
• Where appropriate the risk assessment will be carried out by the Chief Executive or Chair of Trustees 
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Safeguarding in the classroom 
 

• All staff should wear their lanyard at all times- this includes the Safeguarding Team and what to do if 
there is a concern 

• Staff should be punctual to class and take reasonable steps to safeguard the children in class. This 
includes taking a register, recording absences and ensuring that the classroom is a safe environment 
for learning 

• Control over the class should be such that children are safe 

• Staff should not leave their classes unattended unless there is an urgent cause 

• Staff should teach their classes and dismiss the class in an orderly manner at the correct time. 
Students should not be permitted to leave the lesson early 

• If a child has to leave class for a good reason they should carry their planner with a note from the 
classroom teacher. Students may only visit the toilet during lessons if there is urgency. Staff should 
note in the child’s planner the time allowed out of class and the time the child returns 

• It is sometimes appropriate for a child to be sent out of class for a ‘cool-down’; this should be for no 
longer than a couple of minutes. Students should not be left standing outside a classroom. If a child’s 
behaviour is such that they cannot stay in the lesson the child should be sent with a note in the 
planner and work to do, to the Faculty parking. The matter must then be followed up by the teacher 
and a readmission meeting held between the teacher and student. If necessary, this should be 
facilitated by the head of faculty 

• Staff should brief classes on the escape route from the classroom in the event of an emergency 
evacuation. If the alarm bell sounds the Evacuation procedure must be followed. 

 
ICT, Mobile phones and the internet 
 
• Under no circumstances should a personal mobile phone number be given to a child. If this happens 

inadvertently, the matter should be referred to the Deputy Head responsible for the campus. Any 
messages or contact made by a child on a staff mobile phone must be reported to a deputy head 

 
• Also, staff should not engage in social networking activity with students nor exchange emails except 

using the school system.  If this happens inadvertently, the matter should be referred to a Deputy 
Head. Any messages or contact made by a child via social networking or personal email must be 
reported to a deputy head 

• As members of staff working with children we have a responsibility that is set down in legislation but 
most particularly in ‘Keeping Children Safe in Education Part 2- information for all school and college 
staff- September 2020’ 

• As members of staff who work with children we have to be aware that exposure to images and other 
material that might be considered unsuitable and is the cause of harm to children is covered by the 
Children's Act of 1989 (Section 31). The definition of “harm” is the ill treatment or the impairment of 
health or development (including, for example, impairment suffered from seeing or hearing the ill 
treatment of another). The definition of development is physical, intellectual, emotional, social or 
behavioural development; the definition of “ill treatment” includes sexual abuse and forms of ill 
treatment which are not physical. 

 
In order to guide and protect children all staff should ensure that: 
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• Any use of material that might be considered unsuitable is discussed in advance with the Deputy 
Head with oversight of the faculty or phase. If necessary, the Deputy Head will raise this with the 
Headteacher/Head of School. Failure to comply with this requirement may result in disciplinary action, 
including a charge of gross misconduct 

• The school’s ICT equipment is not used to view material that might be considered unsuitable. Material 
once downloaded remains on the hard disk. Failure to comply with this requirement may result in 
disciplinary action, including a charge of gross misconduct 

• Staff should not send, read or respond to emails when teaching. Also, staff should not browse the 
internet when teaching. The use of the internet and email for personal use should be minimal during 
the working day. The use of the internet for personal use is subject to monitoring 

• Staff whose role it is to monitor the use of the internet and other media should keep appropriate 
records of activity and raise any issues accordingly 

• If a member of staff has concerns about another member of staff‘s use of ICT then they should raise 
this with the Headteacher/Head of School. The employee is covered by Trust’s “Whistle blowing” 
policy and the Code of Conduct. 

 
Contact with children and young people outside school 
 
• Under no circumstances may staff socialise with pupils at the school where there is alcohol present. 

Under no circumstances may a member of staff provide a student with alcohol, even where the 
student is above the age for legal consumption. If a member of staff has their own children at the 
school, they should consider carefully the contact they have with their child’s friends. Any possible 
issues should be referred to the Headteacher/Head of School 

• In general, staff should not socialise with pupils at the school and should exercise extreme caution 
should it happen accidentally or inadvertently. Any possible issues should be referred to the 
Headteacher/Head of School 

• Physical contact between staff and pupils except where justified for teaching purposes, to prevent 
harm or maintain order is not permitted. Where there is physical contact between a member of staff 
and student, the matter should be referred to the Deputy Head (with line responsibility for the Phase 
of the student) by the end of the working day, at the latest. Restraint should be in line with Trust 
guidance and any use of restraint must be reported to the Headteacher/Head of School as a matter 
of urgency. 

• In general, staff are in a position of trust and should therefore be aware that their actions may be 
misinterpreted by a child. Therefore, staff should exercise caution and report any possible or actual 
concerns 

 
Maintaining records  
 
• From time to time, the school receives confidential information on a child that is not for general 

release but on a ‘need to know’ basis. 

• Each Deputy Headteacher with Child Protection responsibilities holds a Monitoring File. This file is 
for logging concerns and cross references the CAF, Child in Need and Child Protection file 

• If there is a CAF file on a child, the file will be held by the Head of Inclusion and a green sheet of 
paper bearing the child’s name and date of the CAF will be in the child’s file. A green sticker will be 
on the cover and an alert on SIMS 
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• If there is a Child in Need file on a child, the file will be held by Deputy Head and a blue sheet of 
paper bearing the child’s name and date of the file will be in the child’s file. A blue sticker will be on 
the cover and an alert on SIMS 

• If there is a Child Protection file on a child, the file will be held by Deputy Head and a red sheet of 
paper bearing the child’s name and date of the CAF will be in the child’s file. A red sticker will be on 
the cover and an alert on SIMS  

 
Monitoring and Evaluation 
 
This policy will be reviewed annually with the Governor leading on Safeguarding. In the event of a 
safeguarding concern this policy will be reviewed. 

 

DEALING WITH THE PRESS AND MEDIA 

Aim: the aim of this standard operating procedure is to ensure that the corporate messages and 
information provided by the school to the media is managed and in line with the Trust’s values. 

Rationale: In a publicly funded organisation that is subject to regular scrutiny managing the media is an 
important task. It is essential that all communications follow a set process and that there is clear direction 
to staff on how they should prepare messages and respond to inquiries. 

If this procedure is not followed, an individual may be personally liable for any issue that arises where it 
is judged that the communication brings the organisation into disrepute or the communication is regarded 
as untrue, slanderous or libellous. 

• The school has a Twitter account and also uses its website to communicate. All entries via Twitter 
and the website must be approved by a senior manager and be posted via the network team. 

• Staff must not use Facebook, Twitter any other form of social networking to communicate with 
students or parents unless approved by a senior manager. 

• Any comment on the operations of the Academy Trust or the decisions of the Trust or any other 
matter concerning the Trust must be managed carefully. The school workforce is expected to uphold 
high standards of ethics and behaviour. The Trust will investigate the use of social media and any 
practice or comments that brings the Trust into disrepute will be thoroughly investigated and may 
result in disciplinary penalties to an individual. 

• Press statements must all be approved by the Headteacher/Head of School/Chief Executive. Any 
photographs must be approved for publication by the parents and student. 

• In the event of a tragedy, calamity or other serious event, the Headteacher/Head of School/Chief 
Executive will manage all communications with the Press and Media. If asked for a comment, all staff 
are instructed to respond by directing all requests to the Headteacher/Head of School/Chief 
Executive’s Office. Under no circumstances may staff respond to the press or media without the 
Headteacher/Head of School/Chief Executive’s express permission 

• In the event of a tragedy, calamity or other serious event this policy will be reviewed. 

 
PHYSICAL INTERVENTION POLICY 

Edmonton Academy Trust has a strong commitment towards every child’s personal safety and well-
being. 

The Trust recognises that there may be a need to intervene when there is an obvious risk of safety 
to its pupils, staff and property. The Trust is committed to ensuring that all staff and adults with 
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responsibility for children’s safety and welfare will deal appropriately with all incidents involving 
aggressive behaviour or bring a pupil under control with anyone in their care, and will only use 
physical intervention as a last resort in line with DfE advice. If used at all it will be in the context of a 
respectful, supportive relationship with the pupil. 

Our approach to best practice - In the following situations staff must judge whether or not physical intervention 
would be reasonable or appropriate: 

• Risk to the safety of staff, children or visitors 

• Where there is a risk of serious damage to property 

• Where a pupil’s behaviour is seriously prejudicial to good order and discipline 

• Where a pupil is committing a criminal offence 

Staff will view physical intervention or restraint of pupils as a last resort to ensure the safety of the 
child, other children and/or school staff. The maintenance of a safe environment for everyone 
involved is paramount. If a pupil is behaving aggressively, or has lost control of his/her own actions, 
every effort will be made by staff to manage the behaviour positively to prevent a deterioration of the 
situation. 

All staff will understand the importance of responding to the feelings of the child which lie beneath 
the behaviour as well as to the behaviour itself. 

Our practice - specific guidelines 

Staff who may need to intervene with a child will seek assistance from other members of staff who 
have been fully trained in the “Positive Approach Programme” led by the local authority or other 
appropriate programme and refreshed regularly 

All staff who become aware that another member of staff is having to intervene physically with a 
child will have a responsibility to provide a presence, and to offer support and assistance should this 
be required. 

A child’s behaviour may be adversely affected by the presence of an audience (similarly other 
children may be adversely affected by another child’s extreme behaviour). Wherever possible, the 
audience will be removed, or if this is not possible, the pupil will be removed from the audience. The 
pupil and member(s) of staff will withdraw to a quiet, but not completely private, place. At least two 
members of staff must be present. 

Staff will be aware of the need to tell the pupil being restrained, in a calm and reassuring manner 
that the reason for the intervention is to keep the child and others safe. Staff will explain that as soon 
as the child calms down, she/he will be released. 

Physical intervention /restraint approaches that can be regarded as reasonable in appropriate 
circumstances 

The following approaches are regarded as reasonable in appropriate circumstances. 

• Holding for security and to reduce anxiety where there is potential risk, even if the pupil is not yet out 
of control. This is best used when the pupil is anxious or confused. Its purpose is to defuse or prevent 
escalation. Staff should take care that their actions should in no way be capable of being interpreted 
by the pupil as aggression. 

• Physically interposing between pupils 

• Blocking a pupil’s path if he/she is in danger of running away in the school building or entering an 
inappropriate area of the school 
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• Leading a pupil by the hand or arm 

• Shepherding a pupil away from a situation 

• In extreme cases using restrictive holds to prevent physical danger to the pupil and/or others Using 
all techniques from the Positive Approach training programme 

• In exceptional circumstances, where there is immediate risk of injury, a member of staff may need to 
take any necessary action that is consistent with the concept of ‘reasonable force’; for example to 
prevent a pupil running out of school, running off a pavement into a busy road, or to prevent a pupil 
from hitting someone, or throwing something that would cause physical harm or danger. 

Reporting and Recording an incident 

The Headteacher/Head of School/Chief Executive, or if not immediately available a senior member 
of staff will be informed of an incident involving any physical intervention. 

The parent/s of the child will be contacted by a senior member of staff, and be asked to come into 
school as soon as possible to be informed of the incident and/or written formally. 

All incidents will be recorded in detail by the staff member/s involved. 

Procedures for managing pupils with identified challenging behaviour and/or significant learning needs 

Any pupil who falls into the above category, and who routinely require control or physical intervention, 
will have a clear plan for physical intervention agreed in advance with parents/carers. The plan, 
which may form part of a Pastoral Support Plan should be updated on a regular basis. 

A risk assessment will be carried out by school staff, and updated on a regular basis. 

All details of any possible physical intervention will be discussed fully with parents/carers in advance. 
If there is a need for physical intervention this will be recorded and dated by the appropriate 
member/s of staff, including the type of intervention used. Any departures from the agreed plan will 
be recorded and discussed with parents/carers. 

Authorisation of staff to use physical intervention 

We recognise that physical intervention will be used infrequently, that is, as a last resort to 
maintaining a safe environment. 

All staff are, by the nature of their roles, authorised to use reasonable actions as appropriate where 
a child or other children are at risk of danger or harm. Staff trained in Positive Approach techniques 
be called as a matter urgency to support serious incidents. 

This policy will be reviewed and updated annually with staff and governors 

As part of their statutory monitoring role governors will be informed of the number of any physical 
interventions annually. 

FREEDOM OF IINFORMATION 

The Freedom of Information Act 2000 (FoI) came fully into force on January 1 2005. Under the Act, any 
person has a legal right to ask for access to information held by the school. They are entitled to be told 
whether the school holds the information, and to receive a copy, subject to certain exemptions. 

This publication scheme has been adopted in accordance with the model scheme published by the 
Information Commissioner. 

This publication commits the school to make information available to the public as part of its normal business 
activities. The information covered is included in the classes of information mentioned below, where this 
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information is held by the school. Additional assistance is provided to the definition of these classes in sector 
specific guidance manuals issued by the Information Commissioner. 

The scheme commits the school: 

• To proactively publish or otherwise make available as a matter of routine, information which is held 
by the school and falls within the classifications below. 

• To specify the information which is held by the school and falls within the classifications below. 

• To proactively publish or otherwise make available as a matter of routine, information in line with the 
statements contained within this scheme. 

• To produce and publish the methods by which the specific information is made routinely available so 
that it can be easily identified and accessed by members of the public. 

• To review and update on a regular basis the information the authority makes available under this 
scheme. 

• To provide information regarding any charges for access to information which is made available. 

• To make this publication scheme available to the public. 

 
If the information you are looking for is not covered within this scheme, you can still contact the school to 
ask if we have it. Please contact the Headteacher/Head of School’s PA to make a request. 

Publications Scheme Class 

 Who we are and what we do 

Information held How the information can be 
obtained 

 Hard copy website 
School dates and session times    

Contact details   

Who’s who on the governing body and the 
terms of their appointment 

  

Prospectus including our aims and 
curriculum offer 

  

Who’s who in the school- staff list   

 

Class 2 What we spend and how we spend it 

Information held How the information can be 
obtained 
Hard copy website 

Annual budget plan   
 

Class 3- What are priorities are and how well we are doing 
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Information held How the information can be 
obtained 
Hard copy website 

Government supplied performance 
data 

  

Latest Ofsted report   

School progress plan roadmap   

 

Class 4- How we make decisions 
Information held How the information can be 

obtained 
Hard copy website 

Agendas of meetings of the 
Governing Body and its committees 

  

Minutes of meetings (as above (these may be 
in redacted form) 

  

 

Class 5- Our policies and procedures 
Information held How the information can be 

obtained 
Hard copy website 

Curriculum overview   

Options   

Exams   

Pastoral care   

Assessment and reporting   

 

Gifted and Talented   

Homework   

Open Evening   

Absence from school   

Complaints Procedure   

Freedom of Information Policy   

 

LATE COLLECTION OF PRIMARY SCHOOL CHILDREN  
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The aim of this policy is to set down the arrangements when a parent or carer (or named person) does not 
collect their child from school. This policy is driven by our regard for the safety and well-being of children. 
Their welfare is paramount. 

Rationale 

The school accepts responsibility for children from 8.45am until 3.20pm. Where children attend the Breakfast 
Club responsibility begins from when they come to school. Where children are selected for booster 
intervention- for example for morning sessions from 8:20am until 8:45am, the school accepts responsibility 
for these children from 8.20am. 

Where there are booster session after school, the school accepts responsibility for the children assigned to 
these sessions until the end point of the session. 

After school provision is administered by the Primary School and they assume full responsibility for the 
children from 3.20pm until the point where the child is collected from school or 6pm (if that is the time until 
when the parent has contracted for their child to be supervised) 

Parents and carers are responsible for collecting their child from school. Children are only released to a 
named person. Children feel anxious when not collected at the correct time, we wish to minimise this by 
ensuring that all children are collected at the appropriate time. 

The school will always seek to be flexible and sympathetic when a parent is unavoidably late provided that 
notification is given as soon as possible. This must be by exception. 

Where the person responsible for collecting the child is late, this causes anxiety for the child but also means 
that staff at the school have the additional task of supervising a child. This causes operational difficulties 
but also personal difficulties where staff are unable to fulfil their own responsibilities going forward (for 
example a teacher who is also a parent is late to collect their own child). 

Implementation 

Collection Procedure: 

Children finish their school day at Edmonton County Primary School at 3.20pm and gates open from 3.15pm. 
Unless enrolled in after school activities all children need to be collected on time. 

Reception, Year 1, 2, and 3 children are collected from their classroom doors. Please wait outside until 
the teacher calls out their name 

In Year 4, 5 and 6 children are brought into the playground and then released to an authorised person. 

If the parent or carer of a year 6 child is content for their child to walk home alone, this must be agreed in 
advance. Parents and carers are requested to contact the school and a contract will be need to be signed. 

If parents/carers are going to be late they will need to inform the school office. 

If parents/carers are late and haven’t notified the school, we will ring all contact telephone numbers. If this 
is unsuccessful other adults authorised by the parents/carers will be contacted, in the meantime, if it is after 
3.30pm the children will be sent through to the Late Club and a charge will be made. A pattern of lateness 
will prompt action by members of the senior leadership team, who will request advice from the Educational 
Welfare Officer. A formal meeting will be requested. 

Any children remaining on the school premises after 3.30pm will be taken to our Late Club and charge made 
of £5 per child. This will need to be paid via ParentPay. Parents will be expected to collect their child as 
soon as is reasonably possible. 

Any child who has been in Late Club for half an hour and whose parents/carers have not contacted us nor 
where we have been unable to make contact will have the Non Collection of Child Policy put into effect, 
detailed below. 
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If a parent has not collected a child from an after school club the same procedures will take place. If this 
continues then the place at the club will be withdrawn. 

NON COLLECTION OF CHILD POLICY 

All reasonable effort will be made to contact the child’s parents/carers. 

If no-one collects the child by 4.15pm from the school Late Club, and there is no-one who can be reached 
this policy will be applied. 

• Enfield Children’s Services will be informed. 
• If a child is at an afterschool club and has not been collected, again they will be sent to the school’s 

Late Club and parents will be charged £5 per child. 
• Where a child has not been collected and no contact has been made with the school and we have been 

unable to make contact with the parent, we will call the Police 
. 

Late Club 

Where the child is at the Late Club they stay there in the care of an experienced and qualified member of 
staff who are known to the child until the child is safely collected either by the parent/carer/family member 
or a social worker. A member of the Senior Leadership Team on duty will look after the child until they are 
collected. At the end of the working day the Headteacher or their representative will remain in contact with 
Children’s Services who will continue to attempt to contact the parent/carer and, if unable to do so, will take 
the child into the care of Enfield Social Services. 

As part of this policy it should be noted that: 

• No member of staff will ever go to look for a parent. 
• No member of staff will ever take a child home with them. 
• No member of staff will transport a child to the child’s home or any other destination 
• A full written report will be recorded for the child’s file. 

 

Monitoring and Evaluation 

Where the implementation of this policy give rise to action being taken the policy will be reviewed. 

PREVENTING RADICALISATION POLICY  

Aim 

The Preventing Radicalisation Policy is part of our commitment to keeping our students safe. Since the 
Education and Inspections Act 2006, schools have a duty to promote community cohesion. Over the last 
few years, global events have led to a growth of extremist viewpoints, including advocacy of violent 
extremism. Schools have an important part to play in both educating children and young people about 
extremism and recognising when students start to become radicalised. In March 2015, new statutory 
duties were placed on schools by the Counter Terrorism and Security Act 2015 to prevent children being 
drawn into extremism. Safeguarding children from all risks of harm is an important part of a school’s 
work and protecting them from extremism is one aspect of that. 

Rationale 

At Edmonton Academy Trust we ensure that through our vision, values, relationships and teaching we 
promote tolerance and respect for all cultures, faiths and lifestyles. The Leadership Team at each 
academy also ensures that this ethos is reflected and implemented effectively through school policy and 
practice and there are effective safeguarding policies in place to safeguard and promote the welfare of 
students. 
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We have a duty to prepare our students for life in modern Britain and to keep them safe. Everyone at 
Edmonton Academy Trust’s schools has the right to learn and work in safety. Bullying of any kind is not 
tolerated and derogatory language and behaviour towards others will be challenged. 

Statutory Duties 

The duty to prevent children and young people being radicalised is set out in the following documents: 
• Counter Terrorism and Security Act 2015 

• Keeping Children Safe in Education 2015 
• Prevent Duty Guidance 2015 
• Working Together to Safeguard Children 2015 Non-statutory Guidance 
• Promoting fundamental British values as part of SMSC in schools: DfE Departmental advice for 

maintained schools 2014. 
 

Related Safeguarding Policies 

• E-Safety and Internet use Policy 
• Behaviour Policy 
• Child Protection Policy 
• Equality Opportunities Policy 
• Code of Conduct and Personal Behaviour Policy 
• Curriculum Policy 
• Whistle-blowing Policy  

 
Implementation  
 
Definitions 
 
Extremism is defined in the 2011 Prevent strategy as vocal or active opposition to fundamental British 
values, including democracy, the rule of law, individual liberty and mutual respect and tolerance of 
different faiths and beliefs. We also include in our definition of extremism calls for the death of members 
of our armed forces, whether in this country or overseas. 

Radicalisation refers to the process by which a person comes to support terrorism and all extremist 
ideologies associated with terrorist groups. 

British Values are: 

• Democracy 
• The rule of law 
• Individual liberty 
• Mutual respect and tolerance of those with different faiths and beliefs. 

 

Roles and Responsibilities 

It is the role of the Leadership Team to ensure that the school meets its statutory duties in preventing 
radicalisation. It is the role of the Headteacher/Head of School to: 

• ensure that the school and its staff respond to preventing radicalisation on a day-to-day basis; 
• ensure that the school’s curriculum addresses the issues involved in radicalisation; 
• ensure that staff conduct is consistent with preventing radicalisation. It is the role of the designated 

Safeguarding Leads to: 
• ensure that staff understand the issues of radicalization and are able to recognise the signs of 

vulnerability or radicalisation and know how to refer their concerns; 
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• receive safeguarding concerns about students who may be vulnerable to the risk of radicalisation or are 
showing signs of radicalisation; 

• make referrals to appropriate agencies with regard to concerns about radicalisation; 
• liaise with partners, including the local authority and the police; 
• report to the school on these matters. 

 
It is the role of all staff to understand the issues of radicalisation; be able to recognise the signs of 
vulnerability or radicalisation and know how to refer their concerns. 

Curriculum 

Edmonton Academy Trust is committed to ensuring that all students are offered a broad and balanced 
curriculum to prepare them for life in modern Britain. Our students are encouraged to be inquisitive 
learners who are open to new experiences and tolerant of others. Our values support the development 
of the whole child as a reflective learner within a safe, respectful learning environment. Teaching the 
school’s core values alongside fundamental British values supports quality teaching and learning, whilst 
making a positive contribution to the development of a fair, just and civil society. 

Internet Safety 

The internet provides children and young people with access to a wide-range of content, some of which 
is harmful. Extremists use the internet, including social media, to share their messages. The filtering 
systems used at our school block inappropriate content, including extremism. Where staff, students or 
visitors find unblocked extremist content, they must report this to a senior member of staff. We are aware 
that students have access to unfiltered internet when using their mobile phones and staff are alert to the 
need for vigilance in these circumstances. 

The e-Safety and Internet User Policy refers to preventing radicalisation and related extremist content. 
Students and staff know how to report internet content that is inappropriate or of concern. 

Staff Training 

Staff will be given training to help them understand the issues of radicalisation; recognise the signs of 
vulnerability or radicalisation and know how to refer their concerns. 

This information also forms part of annual safeguarding training. 

Safer Recruitment 

Edmonton Academy Trust strives to ensure that appropriate staff are appointed. Our recruitment procedures 
are rigorous and we follow the statutory guidance published in Part 3 of Keeping Children Safe in Education 
2015. Vetting and barring checks are undertaken on relevant people, including volunteers. 

 
Visitors 

Visitors to the school are made aware of our Safeguarding and Child Protection policies on arrival and 
receive information on what to do if they are concerned about any aspect of child welfare. We undertake 
due diligence in ensuring that visiting speakers are suitable for the task in hand. Speakers will be 
supervised at all times and only be allowed to speak to students when a member of staff is present. Staff 
must not invite speakers into school without first obtaining permission from a member of the Leadership 
Team. 

Signs of Vulnerability 

There are no known definitive indicators that a young person is vulnerable to radicalisation; however, 
there are number of signs that increase the risk. 

Signs of vulnerability include: 
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• underachievement; 
• possession of extremist literature; 
• poverty; 
• social exclusion; 
• traumatic events; 
• global or national events; 
• religious conversion; 
• change in behaviour; 
• extremist influences; 
• conflict with family over lifestyle; 
• confused identity; 
• victim or witness to race or hate crimes; 
• rejection by peers, family, social groups or faith. 
 
Recognising Extremism 

Early indicators of radicalisation or extremism may include: 

• showing sympathy for extremist causes; 
• glorifying violence, especially to other faiths or cultures; 
• making remarks or comments about attending extremist events or rallies outside school; 
• evidence of possessing illegal or extremist literature; 
• advocating messages similar to illegal organisations or other extremist groups; 
• out of character changes in dress, behaviour and peer relationships (there are also very powerful 

narratives, programmes and networks that young people can encounter online, therefore 
involvement with particular groups may not necessarily be apparent); 

• secretive behaviour; 
• online searches or sharing extremist messages or social profiles; 
• intolerance of difference including faith, culture, gender, race or sexuality; 
• graffiti, artwork or writing that displays extremist themes; 
• attempts to impose extremist views or practices on others; 
• verbalising anti-Western or anti-British views; 
• advocating violence towards others. 
 

Referral Process 

Staff and visitors to the school must refer all concerns regarding students who show signs of vulnerability 
or radicalisation to the Designated Safeguarding Leads using the usual methods for reporting other 
safeguarding concerns. When there are significant concerns about a student, the Designated 
Safeguarding Lead, in liaison with the Headteacher/Head of School, will make a referral to the 
appropriate body. 

Evaluation 

This SOP will be reviewed annually and after any serious concerns being raised 
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SCHEDULE: CONTRACTS OF EMPLOYMENT 

 

 
 

 

 

 

 

 

 

Dated                                       2020 

TEACHER CONTRACT OF EMPLOYMENT 

between 

(1) EDMONTON ACADEMY TRUST 

and 

(2) [Employee Name] 
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THIS AGREEMENT is dated       2020 

Parties 

(1) EDMONTON ACADEMY TRUST of Edmonton County School, Great Cambridge Road, Enfield, EN1 
1HQ (the Trust). 

 (2) [EMPLOYEE NAME] of [ADDRESS] (You). 

This contract of Employment incorporates the written statement of particulars of employment, which is 
required by the Employment Rights Act 1996. 

1 TITLE OF APPOINTMENT & DUTIES 

1.1 You are employed as a [JOBTITLE] at [NAME OF SCHOOL IN TRUST] (the Academy). 

1.2 Your job description is attached.  

1.3 You are to exercise the professional duties and maintain the professional standards of a 
Teacher in the Academy under the directions of the Trust and the Chief Executive of the 
Academy and in accordance with: 

1.3.1 the provisions of the Education Acts and any associated Regulations and Orders 
made thereunder including in particular the Education (School Teachers’ 
Appraisal) (England) Regulations 2012); 

1.3.2 the conditions of employment prescribed in the STPCD as amended from time 
to time in force; 

1.3.3 the Articles of Association for the Trust; 

1.3.4 any regulations, policies or procedures of the Trust (although any such policies 
and/or procedures do not form part of this contract of employment);  

1.3.5 such portions of the Manual of Conditions of Service for Schoolteachers in 
England and Wales (known as the Burgundy Book) which are not inconsistent 
with the terms of this Contract. 

To the extent that there is any conflict between the documents listed above and this 
contract, this contract shall prevail. 

1.4 The Trust takes a zero tolerance approach to any form of extremism. Any employee found 
to making comments or actions in favour of extremism, whether or not during work time, 
may be subject to disciplinary action under the Trust’s disciplinary policy.   

2 COMMENCEMENT OF EMPLOYMENT 

2.1 Your appointment commence[s or ed] on [DATE]. 

2.2 Your period of continuous service with the Trust commenced on [DATE]. 
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You may be entitled to benefits based on a period of service with another employer prior to 
your employment with the Trust which may include entitlement to sick pay, family friendly 
rights and other benefits. Your starting salary will be determined on appointment. Teachers 
enjoy the benefits equivalent to those set out in the Burgundy Book and the School 
Teachers Pay and Conditions Document. All benefits are described in the Trust Handbook 
on the website. 

2.3 For the purposes of determining redundancy payments only, continuous service with local 
authorities and with certain other specified employers will be aggregated with your service 
at the Trust in accordance The Redundancy Payments (Continuity of Employment in Local 
Government) (Modification) Order 1999 as amended and/or The Teachers (Compensation 
for Redundancy and Premature Retirement) Regulations 1997 (as amended).  

2.4 You warrant that you are entitled to work in the United Kingdom without any additional 
approvals and will notify the Trust immediately if you cease to be so entitled during the 
appointment. 

3 [INDUCTION ARRANGEMENTS  

[This provision will only applicable to a Newly Qualified Teacher employed during the first 
year of their employment in accordance with the Education (Induction Arrangements for 
School teachers) (Consolidation) (England) Regulations 2001 and so should be deleted for all 
other teachers] 

3.1 Your employment is subject to the satisfactory completion of your induction period, 
including any extension thereof, as defined in the Education (Induction Arrangements for 
School Teachers) (Consolidation) (England) Regulations 2012 the Education (Induction 
Arrangements for School Teachers (Wales) Regulations 2005 and any statutory 
modification thereof. In the event that the Appropriate Body as defined in the Regulations 
decides that you have failed satisfactorily to complete the induction period, unless you 
successfully appeal against that decision your employment will automatically terminate on:  

3.1.1 if you do not appeal against the decision, the earlier of the fifth working day (as 
defined in the Regulations) after the time limit for appeal under the Regulations 
had expired and the fifth working day after you give the Executive Headteacher 
written notification that you do not intend to appeal or, 

3.1.2 if you appeal against the decision and your appeal is dismissed, the tenth 
working day after the appeal body makes its decision.] 

4 DURATION OF CONTRACT 

[For a standard permanent contract include the following:  

4.1 Your appointment is permanent and full-time]  

[For a standard fixed term contract include the following:  
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4.2 Your appointment shall be for a fixed term and shall terminate on [DATE] without the need 
for notice unless previously terminated by either party providing [NUMBER - the number of 
weeks will depend on the length and reason for the contract] [weeks/months] notice in 
writing.  

4.3 The reason the post is for a fixed term is [REASON].]  

[For a standard permanent part time contract include the following: 

4.4 Your post is permanent and part-time working [Number] of hours relative to an equivalent 
full time employee.] 

5 PLACE OF WORK  

5.1 Your place of work will be [ADDRESS] and at any other location which forms part of the 
premises of the Trust or elsewhere as may be reasonably be required by the Executive 
Headteacher of the School from time to time or permanently. 

6 HOURS OF WORK 

6.1 You are required to be available for work at all times during normal working hours in term 
time and at such other times as the Executive Headteacher or the Trust may reasonably 
direct, subject always to the provisions of the School Teachers Pay and Conditions 
Document (STPCD), as amended, and the provisions of the Working Time Regulations 
1998 (as amended). In addition, you are required to work such reasonable additional hours 
as are necessary to enable you to discharge your professional duties effectively. You are 
entitled to a break of reasonable length in the course of each school day. 

[For full time teachers include: 

6.2 At the date of issue, in accordance with the latest version of the STCPD, as a full time 
teacher you are required to be available for work for up to 1,265 hours of directed time over 
195 working days. The actual dates of the working days may vary each year as the calendar 
and timetable changes and you will be notified of the changes before the commencement 
of each academic year.   

[For part time teachers include: 

6.3 At the date of issue, in accordance with the latest version of the STPCD, as a part time 
teacher you are required to be available for [number] hours of directed time per year (being 
an appropriate proportion of the maximum of 1,265 hours of directed time for full time 
teachers as set out in the STCPD) in accordance with the arrangements notified to you 
from time to time made by the Executive Headteacher. You will not be required to attend 
on non-work days unless agreed with you in advance. The actual dates of the working days 
may vary each year as the calendar and timetable changes and you will be notified of the 
changes before the commencement of each academic year. Accordingly your weekly hours 
will equate to [number i.e. 0.6] of a full time week.  
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Then full-time or Part-time 

6.4 Any general arrangements for directed time made by the Executive Headteacher are 
available at the Academy office. 

7 SALARY 

7.1 Your Salary will be determined in accordance with the provisions set out in the STPCD. 
Insofar as the Trust is able to award increases to salary within the relevant pay range 
applicable, your salary will be reviewed annually as part of a formal appraisal process and 
you will be advised of the outcome of each such review. Any other variations in salary will 
be notified to you. 

7.2 Your salary at the commencement of your employment will be: 

7.2.1 £ [AMOUNT] per annum on the [main pay range/upper pay range/pay range 
for leading practitioners] which for this role will be between [NUMBER] and 
[NUMBER] under the Trust’s pay policy [if part time include:(calculated on a 
pro rata basis by reference to a full time equivalent of £[AMOUNT].] 

7.2.2 Allowances: £[AMOUNT] per annum [if part time include:(calculated on a pro 
rata basis by reference to a full time equivalent of £[AMOUNT].] 

Total pay: £[AMOUNT] per annum. 

[If part time include: 

7.1 Your salary is based upon [Number]% of Academy timetabled Teaching Week.  

7.2 You will be paid monthly in arrears not later than the last day of each calendar month by 
credit transfer into a bank or building society account of your choice.  

7.3 [You will be paid an acting allowance at the rate of £[Amount] in addition to normal salary 
in the event you are temporarily required to undertake the duties of a Deputy Headteacher 
or Head Teacher.] 

7.4 You agree that the Trust may deduct from any salary or other payment due to you any 
amount owed by you to the Trust, following prior notification to you. Arrangements to repay 
any over-payments will be made with the intention of avoiding hardship where possible.  

8 EXPENSES 

8.1 The Trust shall reimburse (or procure the reimbursement of) all reasonable expenses 
wholly, properly and necessarily incurred by you in the course of the appointment, subject 
to production of VAT receipts or other appropriate evidence of payment. 

8.2 You shall abide by the Trust policies on expenses as set out in the Staff Handbook from 
time to time. 
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9 PERIODS OF CLOSURE  

9.1 Subject to clause 6 above and the provisions of the current STPCD, your entitlement to 
holiday leave, is to the basic entitlement provided by regulation 13 of the Working Time 
Regulations 1998 plus the standard eight (8) bank holidays that apply in England and 
Wales. The taking of such holiday leave must coincide with periods of school closure and 
public holidays, details of which will be notified to you by the Trust from time to time. Your 
leave year commences on 1 September. Current information relating to school closure and 
in-service training days is available at the Academy. You will be paid full salary during these 
closure periods, unless you are receiving less than full salary arising from the application 
of the sick pay scheme, maternity and/or other family leave schemes or for some other 
reason specified in writing to you. 

10 INCAPACITY 

10.1 If you are absent from work for any reason, you must notify the cover team of the reason 
for your absence as soon as possible but no later than 7.15am on the first day of absence. 

10.2 In all cases of absence a self-certification form, which is available from the Staff Shared 
drive, must be completed on your return to work and supplied to the Personnel Manager. 
For any period of incapacity due to sickness or injury which lasts for seven (7) consecutive 
days or more, a doctor's certificate stating the reason for absence must be obtained at your 
own cost and supplied to the Personnel Manager. Further certificates must be obtained if 
the absence continues for longer than the period of the original certificate. However should 
you enter a hospital or similar institution a doctor’s statement on entry or discharge shall be 
submitted in the place of the normal periodic statements for the period of hospitalisation. 

10.3 In cases of prolonged or frequent absence, you agree to consent to a medical assessment 
(at the Trust’s expense) by a doctor nominated by the Trust should the Executive 
Headteacher or the Trust so require. You agree that any report produced in connection with 
any such examination may be disclosed to the Executive Headteacher and the Trust and 
the Executive Headteacher and Trust may discuss the contents of the report with the 
relevant doctor.  

10.4 You shall be entitled to receive sick pay calculated in accordance with the relevant 
provisions of the Burgundy Book. Entitlement to sick pay as set out in the Burgundy Book 
is based on aggregate teaching service (which in appropriate cases may include service 
with one or more local education authorities or academies) and subject to the conditions as 
follows:  

During the 1st year of service full pay for 25 working days and after    
   completing four calendar months’ service,    
  half pay for 50 working days 

During the 2nd year of service full pay for 50 working days and then half   
   pay for 50 working days 

During the 3rd year of service full pay for 75 working days and half pay for   
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   75 working days 

During the 4th & subsequent full pay for 100 working days and half pay for   
   100 working days 

10.5 The rights of the Trust to terminate the appointment under the terms of this contract apply 
even when such termination would or might cause you to forfeit any entitlement to sick pay 
or other benefits. 

11 MATERNITY, PATERNITY, ADOPTION AND SHARED PARENTAL LEAVE 

11.1 Provisions for maternity leave shall be those set out in the Burgundy Book, without prejudice 
to any additional rights provided by the Employment Acts and/or agreed locally, where 
ratified by the Trust. 

11.2 You shall be entitled to statutory paternity and/or adoption leave and pay and/or shared 
parental leave and pay, without prejudice to any additional rights incorporated into the 
Burgundy Book from time to time as set out in the Trust’s policies which are available from 
the office. 

12 OTHER BENEFITS 

12.1 In addition to the benefits detailed in this Agreement, you shall be entitled to the following 
benefits: 

12.1.1 Cyclescheme, when available. Further details can be obtained from the 
Personnel Manager. 

13 OTHER PAID LEAVE 

13.1 In addition to the annual leave detailed in clause 9, you may be eligilble for (subject to 
meeting the eligibility criteria and notification requirements) other forms of paid leave as set 
out in our Special Leave Policy which can be located in the Staff Handbook. 

14 TRAINING REQUIREMENTS 

14.1 You must undertake training, the cost of which will be paid by the Trust: 

14.1.1 For example: induction training, safeguarding training and any other training 
relevant to your role. 

15  CONFIDENTIAL INFORMATION  

15.1 You acknowledge that in the course of the appointment you will have access to Confidential 
Information. You therefore agree to accept the restrictions in this clause 15. 

15.2 You shall not (except in the proper course of your duties), either during the appointment or 
at any time after its termination (however arising), use or disclose to any person, school, 
trust, company or other organisation whatsoever (and shall use your best endeavours to 
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prevent the publication or disclosure of) any Confidential Information. This shall not apply 
to: 

15.2.1 any use or disclosure authorised by the Trust or required by law; 

15.2.2 any information which is already in, or comes into, the public domain other than 
through your unauthorised disclosure; or 

15.2.3 Any protected disclosure within the meaning of section 43A of the Employment 
Rights Act 1996. 

15.3 For the purposes of this clause 15 Confidential Information shall mean any and all 
information that relates to: 

15.3.1 trade secrets, know-how, secret or confidential operations, business 
methods, systems, affairs, finances, transactions of the Trust other 
information of a confidential nature relating to the Academy or the Trustor 
any supplier, pupil , parent, governor, trustee, potential pupil, potential 
parent, potential governor, or potential trustee of the Trust or Academy; or  

15.3.2 any other information designated by the Trust as confidential or which 
may reasonably be regarded as being confidential; and  

15.3.3 any other information in relation to which the Trust owes a duty of 
confidentiality to any third party; 

15.4 All documents, manuals hardware and software provided for your use by the Trust and any 
data or documents (including copies) produced, maintained or stored on the Academy’s 
computer systems or other electronic equipment (including mobile phones), remain the 
property of the Trust. 

15.5 Any Trust.property in your possession and any original or copy documents obtained by you 
in the course of your employment shall be returned to the Executive Headteacher at any 
time on request and in any event prior to the termination of your employment with the Trust. 

16 OUTSIDE INTERESTS & NON-POACHING 

16.1 During the appointment you shall not, except as a representative of the Trust. or with the 
prior written approval of the Trust, provide any form of private tuition to any prospective, 
current or former pupil or parent of the Trust. 

16.2 During the appointment you shall not, except as a representative of the Trust.or with the 
prior written approval of the Trust, whether paid or unpaid, be directly or indirectly engaged, 
concerned or have any financial interest in any capacity in any other business, trade, 
profession or occupation (or the setting up of any business, trade, profession or 
occupation).  

16.3 Further you shall not so as to compete with the Trust during the period of six (6) months 
after the termination of your employment directly or indirectly induce or seek to induce any 
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teacher of the Trust with whom you have worked during the previous twelve (12) months to 
leave the employment of the Trust whether or not this would be a breach of contract on the 
part of the particular teacher.  

17 TERMINATION  

[For a Permanent Employee include: 

17.1 This appointment may be terminated by the following notice period, given in writing either 
by you or the Trust:   

17.1.1 Two (2) months’ notice expiring on 31 December or 30 April (or in the case of 
notice by the Trust one (1) week for each completed year of service if you have 
nine (9) years continuous service up to a maximum of twelve (12), expiring on 
either of these dates); or 

17.1.2 Three (3) months’ notice expiring on 31 August.  

[For a Fixed Term Employee Include: 

17.2 In accordance with the fixed term status of the contract your employment will terminate 
automatically without the need for notice on the date specified in clause 3.1 unless 
previously terminated earlier by either you or the Trust providing [NUMBER- the number of 
weeks will depend on the length and reason for the contract] [weeks/months] notice in 
writing.] 

17.3 It shall be sufficient that any notice given by the Trust under this clause shall be signed by 
the Chief Executive. Any such notice given by the Trust may be served by delivering it to 
you or by leaving it at your last known place of residence or by sending it in a prepaid letter 
addressed to you at that place. Any notice given by you under this clause must be in writing 
and may be served by delivering it to the Chief Executive or by sending it in a prepaid letter 
to such at their place of residence or care of the Trust Office. 

17.4 The Trust reserves the right to dismiss you without notice in the event of gross misconduct 
in accordance with its disciplinary policy. 

18 DISCIPLINARY, GRIEVANCE AND CAPABILITY PROCEDURES  

18.1 Your attention is drawn to the disciplinary and grievance procedures applicable to your 
employment, which are available from the Academy office. These procedures do not form 
part of your contract of employment. 

18.2 If you wish to appeal against a disciplinary decision you may apply in writing to the 
Executive Headteacher or the disciplinary officer in accordance with the Trust’s disciplinary 
procedure. 

18.3 The Trust reserves the right to suspend you with pay for a reasonable period depending on 
the circumstances, for the purposes of investigating an allegation of misconduct or 
negligence against you. Suspension is a neutral act. 
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18.4 If you wish to raise a grievance you may apply in writing to the Executive Headteacher in 
accordance with the Trust’s grievance procedure. 

18.5 Your employment is subject to performance review and in the event you do not achieve the 
standards expected by the Trust, the Trust’s non-contractual Capability Procedure (as in 
force from time to time) will apply. The Trust’s Capability Procedure is available from the 
Personnel Manager. 

18.6 The Disciplinary, Grievance and Capability Procedures do not create contractual rights 
enforceable by you against the Trust but you must comply with them. 

18.7 The Trust has the right to alter procedures and rules (to include non-contractual 
Disciplinary, Grievance and Capability Procedures) from time to time, as applicable. 

19 MEMBERSHIP OF TRADE UNION 

16.1 You have the right, and are encouraged, to be a member of a Trade Union of your choice 
and to take part in its lawful activities. 

20 PENSIONS 

20.1 If your employment is full-time or part time and you are between the ages of 18 and 75, you 
shall automatically become a member of the Teachers’ Pension Scheme (TPS). At any 
time, you can opt out of the scheme and make alternative arrangements.  

20.2 If you choose to remain in the TPS you will be required to contribute to it at the rate of 
[AMOUNT] % of your salary.  

21 LOCAL AGREEMENTS 

21.1 The Following Local Agreements are applicable to your employment by the Trust: 

21.1.1 Code of Conduct 

22 HEALTH & SAFETY & SAFEGUARDING 

22.1 You will familiarise yourself with and follow the Trust’s policies on Health & Safety at Work 
and Safeguarding requirements (and subsequent revisions thereof). 

23 VARIATION 

23.1 The Trust reserves the right to make reasonable changes to the terms of your Contract after 
consultation and agreement with you. Any such alteration will be notified to you in writing 
within one (1) month of the Trust’s decision. 

24 COUNTERPARTS 

24.1 This contract may be executed in any number of counterparts, each of which, when executed, 
shall be an original, and all the counterparts together shall constitute one and the same 
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instrument. 

25 THIRD PARTY RIGHTS 

25.1 No person other than a party to this agreement may enforce any of its terms.  

26 GOVERNING LAW AND JURISDICTION 

26.1 This agreement and any dispute or claim arising out of or in connection with it or its subject 
matter or formation (including non-contractual disputes or claims) shall be governed by and 
construed in accordance with English law. 

26.2 The parties irrevocably agree that the courts of England and Wales shall have non-
exclusive jurisdiction to settle any dispute or claim that arises out of or in connection with 
this agreement or its subject matter or formation (including non-contractual disputes or 
claims). 

This contract of employment has been entered into on the date stated at the beginning of it. 

Please confirm acceptance of your appointment by signing both copies of this contract. Retain one copy for 
your own records and return the second copy to the School within 14 days. If a signed copy of this page is 
not received within the 14 day timescale, it will be assumed that you have accepted the terms and conditions 
contained within it. 

Signed on behalf of the Trust by:    

Print name:      Dr S M Tranter 

Date:        

I, the Employee, understand and agree to the terms and conditions of my contract of employment as set out 
above.   

 

………………………………………    ………………………………….. 

Employee's signature      Date  
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Dated      2020 

SUPPORT STAFF ALL YEAR ROUND CONTRACT OF EMPLOYMENT 

Between 

(1) EDMONTON ACADEMY TRUST 

And 

(2) [EMPLOYEE NAME] 
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THIS AGREEMENT is dated       2020 

PARTIES 

(1) EDMONTON ACADEMY TRUST of Edmonton County School, Great Cambridge Road, Enfield, EN1 
1HQ (the Trust). 

(2)  [EMPLOYEE NAME] of [Address] (You). 

This contract of Employment incorporates the written statement of particulars of employment, which is 
required by the Employment Rights Act 1996. 

1 TITLE OF APPOINTMENT & DUTIES 

1.1 You are employed as a [JOBTITLE] at [NAME OF SCHOOL IN TRUST] (the Academy). 

1.2 Your job description is attached. It may be subject to annual revision in consultation with 
you and your Trade Union representative. 

1.3 You are to exercise the professional duties and maintain the professional standards of a 
member of the Support Staff of the Academy under the directions of the Trust  the Chief 
Executive and the Head of School of the Academy and in accordance with: 

1.3.1 the Articles of Association for the Trust; 

1.3.2 any regulations, policies or procedures of the Trust(although any such policies 
and/or procedures do not form part of this contract of employment);  

1.3.3 Decisions made by the National Joint Council for Local Government Service so 
far as they are not varied by the terms of this contract. 

To the extent that there is any conflict between the documents listed above and this 
contract, this contract shall prevail. 

1.4 The Academy takes a zero tolerance approach to any form of extremism. Any employee 
found to making comments or actions in favour of extremism, whether or not during work 
time, may be subject to disciplinary action under the Academy’s disciplinary policy.  

1.5 The first six (6) months of your employment shall be a probationary period and your 
employment may be terminated during this period at any time on one week’s notice. The 
Trust  may, at its absolute discretion, extend this period for up to a further three (3) months. 
During this probationary period your performance and suitability for continued employment 
will be monitored. 

2 COMMENCEMENT OF EMPLOYMENT 

2.1 Your appointment commence[s or ed] on [DATE]. 

2.2 Your period of continuous service with the Academy commenced on [DATE]. 
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2.3 You may be entitled to benefits based on a period of service with another employer prior to 
your employment with the Academy which may include entitlement to sick pay, family 
friendly rights and other benefits. Your starting salary will be determined on appointment.  
All benefits are described in the Trust Handbook on the website. 

2.4 For the purposes of determining redundancy payments only, continuous service with local 
authorities and with certain other specified employers will be aggregated with your service 
at the Academy in accordance The Redundancy Payments (Continuity of Employment in 
Local Government) (Modification) Order 1999 as amended and/or The Teachers 
(Compensation for Redundancy and Premature Retirement) Regulations 1997 (as 
amended).  

2.5 You warrant that you are entitled to work in the United Kingdom without any additional 
approvals and will notify the Trust  immediately if you cease to be so entitled during the 
appointment. 

3 DURATION OF CONTRACT 

[For a standard permanent contract include the following:  

3.1 Subject to the successful completion of the probationary period your appointment is 
permanent, all year round and full-time]  

[For a standard fixed term contract include the following  

3.2 [Subject to the successful completion of the probationary period your appointment shall be 
for a fixed term and shall terminate on [DATE] without the need for notice unless previously 
terminated by either party providing [NUMBER] [weeks/months] notice in writing].  

3.3 The reason the post is for a fixed term is [Reason].]  

[For a standard permanent part time contract include the following: 

3.4 Subject to the successful completion of the probationary period your appointment is 
permanent, all year round and part-time working [NUMBER] of hours relative to an 
equivalent full time employee.] 

4 PLACE OF WORK  

4.1 Your place of work will be [ADDRESS] and at any other location within a reasonable distance 
which forms part of the premises of the Academy or elsewhere as may be reasonably be 
required by the Chief Executive from time to time after consultation. 

5 HOURS OF WORK 

5.1 Your hours of work will be [ ] hours per week x [ ] weeks per annum. You will be required to 
work within the hours of 7.00am and 7.00pm with an unpaid lunch break of [ ] minutes. 
[AMEND AS NECESSARY]. 
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[Site Services hours to be adjusted to include potential/possible evening and weekend 
working arrangements]. 

Actual times of work will be determined by the Head Teacher and may vary as the need 
arises. If there is any variation in the days or hours worked this will discussed with you prior 
to any change. 

5.2 You may be required to work such additional hours as may be necessary for the proper 
performance of your duties. 

5.3 If you are SCP56 or above such additional hours will be worked without extra remuneration 
but may, with agreement of your line manager, be claimed back as Time off in Lieu (TOIL).  

5.4 If you are below SCP56 you may, with the agreement of your line manager, be allowed to 
claim any ‘overtime’ as TOIL or paid at the appropriate rates. 

5.5 Your working hours will be subject to the provisions of the Working Time Regulations 1998 
(as amended).  

5.6 You are required to work and take part in such extra-curricular activities e.g. staff meetings, 
parents evenings, sports competitions etc. as may reasonably be required by the Executive 
Headteacher (subject to clauses 5.2-5.5). 

6 SALARY 

6.1 Your salary will be determined in accordance with the decisions made by the National Joint 
Council for Local Government Service. 

6.2 You will be paid monthly in arrears not later than the last day of each calendar month by 
credit transfer into a bank or building society account of your choice.  

6.3 Your salary at the commencement of your employment will be £[AMOUNT] per annum. [if 
part time include:(calculated on a pro rata basis by reference to a full time equivalent 
of £[AMOUNT].] 

6.4 You will be on spine point [NUMBER] on the [NAME] Pay scale. 

6.5 You are not automatically entitled to a pay rise each year but the Trust will consider the 
national NJC pay award and will determine whether to accept the recommendation each 
year and notify you accordingly. 

7 INCREMENTAL PROGRESSION WITHIN THE GRADE OF THIS POST  

If your appointment was made between 1st April and 30th September, incremental progression within 
your grade will take place on 1st April the following year and then on 1st April each year thereafter 
until the maximum of the scale is reached. This is subject to the continued satisfactory performance 
of your duties.  

7.1 If your appointment was made between 1st October and 31st March, incremental 
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progression within your grade will take place six months after the appointment and then on 
1st April each year thereafter until the maximum of the scale is reached. This is subject to 
the continued satisfactory performance of your duties. For full-time employees, hours 
worked in excess of 37 hours [Note: this will be 36 hours for employees engaged in 
London], if authorised by a line manager, will attract the ‘overtime’ rates listed below: 

Monday to Saturday’s  Time and a half for short notice; flat rate for pre-arranged 
additional hours. 

Sundays/Public Holidays Double Time (minimum 2 hours). 

For part-time employees, with the agreement of the line manager, any hours worked above 
their normal weekly contracted hours up to 37 hours [Note: this will be 36 hours for 
employees engaged in London] per week will be paid at the employee’s normal hourly 
rate between Monday to Friday, termed ‘additional hours’. Overtime payments for part-
time employees will remain in line with the Green Book. 

7.2 You agree that the Trust  may deduct from any salary or other payment due to you any 
amount owed by you to the Academy following prior notification to you. Arrangements to 
repay any over-payments will be made with the intention of avoiding hardship where 
possible.  

8 EXPENSES 

8.1 The Trust  shall reimburse (or procure the reimbursement of) all reasonable expenses 
wholly, properly and necessarily incurred by you in the course of the appointment, subject 
to production of VAT receipts or other appropriate evidence of payment. 

8.2 You shall abide by the Academy’s policies on expenses as set out in the Academy 
Expenses Policy from time to time. 

9 HOLIDAYS  

The entitlement to holiday leave for full time staff is provided by the Working time regulations and is 
currently between 24-31 days depending on scale point. 

Support Staff Terms and Conditions of Service  

Salary Scale Point (or equivalent)  

Completed Years of Continuous 
Service  

 * 0 - 4 years ** 5 - 9 years 

1 - 21  24 29 

22 - 28  25 30 

29 +  26 31 

 
* Completed Years of Continuous Service  
** Completed Years of Continuous Service on the Anniversary of Employment Start Date. 
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Public Holidays  

 

As an employee of the Trust you will be entitled to the following public holidays:  

 

Good Friday, Easter Monday, May Day, Spring Bank Holiday, Late Summer Bank Holiday, Christmas 
Day, Boxing Day and New Year’s Day. 

Staff with 10 years’ continuous service with the Trust or with the London Borough of Enfield or any 
of its maintained schools as at 31st December 2008 receive one extra day’s annual leave.  

New entrants are entitled to annual leave proportionate to the completed months of service during 
the leave year of entry and thereafter on the normal scale provided that no leave shall be taken until 
the entrant has completed six months’ service. (Note that this leave entitlement will be calculated 
pro-rata to hours/days worked).  

9.1 Your leave year commences on 1 September. Your leave entitlement will be [NUMBER] 
working days (exclusive of the standard public and bank holidays in England and Wales) 
or a pro-rated proportion in the case of part time employment. Leave may only be taken 
during school holidays and closure periods and must be agreed in advance by the 
Executive Headteacher who retains the absolute discretion to direct the date of holidays.  

9.2 The Trust  reserves the right to require you to take holidays at a specified time. 

9.3 If your employment starts or finishes part way through the holiday year, your holiday 
entitlement during that year shall be calculated on a pro-rata basis rounded up to the 
nearest half day based on the commencement/leave date. 

10 INCAPACITY 

10.1 If you are absent from work for any reason, you must notify the cover team of the reason 
for your absence as soon as possible but no later than 7.15am on the first day of absence. 

10.2 In all cases of absence a self-certification form, which is available from the staff Shared 
drive must be completed on your return to work and supplied to the Personnel Manager. 
For any period of incapacity due to sickness or injury which lasts for seven (7) consecutive 
days or more, a doctor's certificate stating the reason for absence must be obtained at your 
own cost and supplied to the Personnel Manager. Further certificates must be obtained if 
the absence continues for longer than the period of the original certificate. However should 
you enter a hospital or similar institution a doctor’s statement on entry or discharge shall be 
submitted in the place of the normal periodic statements for the period of hospitalisation. 

10.3 In cases of prolonged or frequent absence, you agree to consent to a medical assessment 
(at the Academy’s expense) by a doctor nominated by Academy should the Executive 
Headteacher or the Trust  so require. You agree that any report produced in connection 
with any such examination may be disclosed to the Executive Headteacher and the Trust  
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and the Trust or Executive Headteacher may discuss the contents of the report with the 
relevant doctor.  

10.4 You shall be entitled to receive sick pay calculated in accordance with the relevant 
provisions of the National Joint Council for Local Government Service (the Green Book). 

10.5 Subject to the Sickness Absence Policy and the Green Book you will be entitled to receive 
sick pay for the following periods: 

During 1st year of service 1 month’s full pay and (after completing 4   
   months service) 2 months half pay 

During 2nd year of service 2 months full pay and 2 months half pay 

During 3rd year of service 4 months full pay and 4 months half pay 

During 4th & 5th year of service 5 months full pay and 5 months half pay  

After 5 years’ service  6 months full pay and 6 months half pay 

10.6 The rights of the Trust  to terminate the appointment under the terms of this contract apply 
even when such termination would or might cause you to forfeit any entitlement to sick pay 
or other benefits. 

11 MATERNITY, PATERNITY, ADOPTION AND SHARED PARENTAL LEAVE 

11.1 Provisions for maternity leave shall be those set out in the Green Book, without prejudice 
to any additional rights provided by the Employment Acts and/or agreed locally, where 
ratified by the Trust . 

11.2 You shall be entitled to paternity and/or adoption leave and pay and/or shared parental 
leave and pay, without prejudice to any additional rights incorporated into the Green Book 
from time to time as set out in the Trust’s policies which are available from the office.  

12 OTHER BENEFITS 

12.1 In addition to the benefits detailed in this Agreement, you shall be entitled to the following 
benefits: 

12.1.1 Cyclescheme, when available. Further details can be obtained from the 
Personnel Manager. 

13 OTHER LEAVE 

13.1 In addition to the annual leave detailed in clause 9, you may be eligilble for (subject to 
meeting the eligibility criteria and notification requirements) other forms of paid leave as set 
out in our Special Leave Policy which can be located in the Staff Handbook. 

13.2 The Trust, or in a case of urgency, the Chief Executive, through delegation to the Head of 
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School, may at their discretion grant you occasional leave of absence within the limits and 
upon the conditions relative to payment of salary prescribed by the Trust  on compassionate 
or other grounds. 

14 CONFIDENTIAL INFORMATION  

14.1 You acknowledge that in the course of the appointment you will have access to Confidential 
Information. You therefore agreed to accept the restrictions in this clause 13. 

14.2 You shall not (except in the proper course of your duties), either during the appointment or 
at any time after its termination (however arising), use or disclose to any person, school, 
trust, company or other organisation whatsoever (and shall use your best endeavours to 
prevent the publication or disclosure of) any Confidential Information. This shall not apply 
to: 

14.2.1 any use or disclosure authorised by the Trust  or required by law; 

14.2.2 any information which is already in, or comes into, the public domain other than 
through your unauthorised disclosure; or 

14.2.3 any protected disclosure within the meaning of section 43A of the Employment 
Rights Act 1996. 

14.3 For the purposes of this clause 13 Confidential Information shall mean any and all 
information that relates to: 

14.3.1 trade secrets, know-how, secret or confidential operations, business 
methods, systems, affairs, finances, transactions of the Academy or other 
information of a confidential nature relating to the School or the Trust  or 
any supplier, pupil, parent, governor, Trustee potential pupil, potential 
parent, potential governor or potential trustee of the Academy; or  

14.3.2 any other information designated by the Academy as confidential or which 
may reasonably be regarded as being confidential; and  

14.3.3 any other information in relation to which the Academy owes a duty of 
confidentiality to any third party. 

14.4 All documents, manuals hardware and software provided for your use by the Academy and 
any data or documents (including copies) produced, maintained or stored on the Academy’s 
computer systems or other electronic equipment (including mobile phones), remain the 
property of the Academy. 

14.5 Any Academy property in your possession and any original or copy documents obtained by 
you in the course of your employment shall be returned to the Academy at any time on 
request and in any event prior to the termination of your employment with the Academy. 
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15 TERMINATION  

[For a Permanent Employee include (the notice required from the Academy is in line with the 
statutory minimum to which you can add a minimum of perhaps one (1) week or one (1) month 
as you so wish. In respect of notice from the employee you have a wide discretion as to what 
you wish to set I have provided for one (1) month at present but this can be reduced to a 
minimum of one (1) week or alternatively increased you can also require the notice to 
terminate on set dates if you so wish: 

15.1 After successful completion of the probationary period referred to in clause 1.5 the prior 
written notice required from the Trust  to terminate your employment shall be the greater of 
one (1) week for each complete year of continuous employment (subject to a maximum of 
twelve (12) weeks) and one (1) month. Continuous service is calculated from the date 
shown in clause 2.2. 

15.2 The prior written notice required from you to terminate your employment shall be one (1) 
months’ notice.] 

[For a Fixed Term Employee Include: 

15.3 After successful completion of the probationary period referred to in clause 1.5 and in 
accordance with the fixed term status of the contract your employment will terminate 
automatically without the need for notice on the date specified in clause 3.1 unless 
previously terminated earlier by either you or the Trust  providing [NUMBER] 
[weeks/months] notice in writing.] 

15.4 It shall be sufficient that any notice given by the Trust  under this clause shall be signed by 
the Chief Executive . Any such notice given by the Trust  may be served by delivering it to 
you or by leaving it at your last known place of residence or by sending it in a prepaid letter 
addressed to you at that place. Any notice given by you under this clause must be in writing 
and may be served by delivering it to the Chief Executive  or by sending it in a prepaid letter 
to such Chief Executive  at his place of residence or care of the Trust office. 

15.5 The Trust  reserves the right to dismiss you without notice in the event of gross misconduct 
in accordance with its disciplinary policy 

16 DISCIPLINARY, GRIEVANCE AND CAPABILITY PROCEDURES  

16.1 Your attention is drawn to the disciplinary and grievance procedures applicable to your 
employment, which are available from the Academy office. These procedures do not form 
part of your contract of employment. 

16.2 If you wish to appeal against a disciplinary decision you may apply in writing to the Principal 
or other Disciplinary Manager in accordance with the Academy’s disciplinary procedure. 

16.3 The Trust  reserves the right to suspend you with pay for a reasonable period depending 
on the circumstances, for the purposes of investigating any allegation of misconduct or 
negligence against you. 



 
 
 

Page | 100 
 

16.4 If you wish to raise a grievance you may apply in writing to the Executive Headteacherin 
accordance with the Academy’ grievance procedure. 

16.5 Your employment is subject to performance review and in the event you do not achieve the 
standards expected by the Trust, the Academy’s non-contractual Capability Procedure (as 
in force from time to time) will apply. The Academy’s Capability Procedure is available from 
the Personnel Manager. 

16.6 The Disciplinary, Grievance and Capability Procedures do not create contractual rights 
enforceable by you against the Trust  but you must comply with them. 

16.7 The Trust  has the right to alter procedures and rules (to include non-contractual 
Disciplinary, Grievance and Capability Procedures) from time to time, as applicable. 

17 TRAINING REQUIREMENTS 

17.1 You must undertake training, the cost of which will be paid by the Trust: 

17.1.1 For example: induction training, safeguarding training and any other training 
relevant to your role. 

18 PENSIONS 

18.1 You will be entitled to contribute to the Local Authority Pension Scheme administered by 
the Local Authority and deductions will be made from salary from the date of appointment 
in respect of the scheme membership. However, you may choose not to contribute to this 
Scheme and may make alternative arrangements. If you do this, you must notify the 
Academy.   

19 LOCAL AGREEMENTS 

19.1 The Following Local Agreements are applicable to your employment by the Trust: 

19.1.1 Code of Conduct 

20 HEALTH & SAFETY & SAFEGUARDING 

20.1 You will familiarise yourself with and follow the Academy’s policies on Health & Safety at 
Work and Safeguarding requirements (and subsequent revisions thereof). 

21 VARIATION 

21.1 The Trust  reserves the right to make reasonable changes to the terms of your Contract 
following consultation with you and your Trade Union representative (if requested). Any 
such alteration will be notified to you in writing within one (1) month of the Trust ’s decision. 

22 COUNTERPARTS  

22.1 This contract may be executed in any number of counterparts, each of which, when 
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executed, shall be an original, and all the counterparts together shall constitute one and the 
same instrument. 

23 THIRD PARTY RIGHTS 

23.1 No person other than a party to this agreement may enforce any of its terms.  

24 GOVERNING LAW AND JURISDICTION 

24.1 This agreement and any dispute or claim arising out of or in connection with it or its subject 
matter or formation (including non-contractual disputes or claims) shall be governed by and 
construed in accordance with English law. 

24.2 The parties irrevocably agree that the courts of England and Wales shall have non-
exclusive jurisdiction to settle any dispute or claim that arises out of or in connection with 
this agreement or its subject matter or formation (including non-contractual disputes or 
claims). 

 

This contract of employment has been entered into on the date stated at the beginning of it. 

Please confirm acceptance of your appointment by signing both copies of this contract. Retain one copy for 
your own records and return the second copy to the School within 14 days. If a signed copy of this page is 
not received within the 14 day timescale, it will be assumed that you have accepted the terms and conditions 
contained within it. 

Signed on behalf of the Trust by:    

Print name:      Dr S M Tranter 

Date:        

 

I, the Employee, understand and agree to the terms and conditions of my contract of employment as set out 
above.   

 

………………………………………    ………………………………….. 

Employee's signature      Date  
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Dated      2020 

SUPPORT STAFF TERM TIME [PLUS [NUMBER] WEEKS]  CONTRACT 
OF EMPLOYMENT 

Between 

(1) EDMONTON ACADEMY TRUST 

And 

(2) [EMPLOYEE NAME] 
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THIS AGREEMENT is dated       2020 

PARTIES 

(1) EDMONTON ACADEMY TRUST of Edmonton County School, Great Cambridge Road, Enfield, 
EN1 1HQ (the Trust). 

(3)  [EMPLOYEE NAME] of [Address] (You). 

This contract of Employment incorporates the written statement of particulars of employment, which is 
required by the Employment Rights Act 1996. 

25 TITLE OF APPOINTMENT & DUTIES 

25.1 You are employed as a [JOBTITLE] at [NAME OF SCHOOL IN TRUST] (the 
Academy) on a term time [plus [number] weeks’] basis. 

25.2 Your job description is attached. It may be subject to annual revision in consultation 
with you and your Trade Union representative. 

25.3 You are to exercise the professional duties and maintain the professional standards 
of a member of the Support Staff of the Academy under the directions of the Trust  the 
Chief Executive and the Executive Headteacher of the Academy and in accordance 
with: 

25.3.1 the Articles of Association for the Trust; 

25.3.2 any regulations, policies or procedures of the Trust(although any such 
policies and/or procedures do not form part of this contract of employment);  

25.3.3 Decisions made by the National Joint Council for Local Government 
Service so far as they are not varied by the terms of this contract. 

To the extent that there is any conflict between the documents listed above and this 
contract, this contract shall prevail. 

25.4 The Academy takes a zero tolerance approach to any form of extremism. Any 
employee found to making comments or actions in favour of extremism, whether or 
not during work time, may be subject to disciplinary action under the Academy’s 
disciplinary policy.  

1.5 The first six (6) months of your employment shall be a probationary period and your 
employment may be terminated during this period at any time on one week’s notice. 
The Trust  may, at its absolute discretion, extend this period for up to a further three 
(3) months. During this probationary period your performance and suitability for 
continued employment will be monitored. 

26 COMMENCEMENT OF EMPLOYMENT 

26.1 Your appointment commence[s or ed] on [DATE]. 



 
 
 

Page | 104 
 

26.2 Your period of continuous service with the Academy commenced on [DATE]. 

26.3 You may be entitled to benefits based on a period of service with another employer 
prior to your employment with the Academy which may include entitlement to sick pay, 
family friendly rights and other benefits.  Your starting salary will be determined on 
appointment. All benefits are decribed in the Trust Handbook on the website. 

26.4 For the purposes of determining redundancy payments only, continuous service with 
local authorities and with certain other specified employers will be aggregated with 
your service at the Academy in accordance The Redundancy Payments (Continuity of 
Employment in Local Government) (Modification) Order 1999 as amended and/or The 
Teachers (Compensation for Redundancy and Premature Retirement) Regulations 
1997 (as amended).  

26.5 You warrant that you are entitled to work in the United Kingdom without any additional 
approvals and will notify the Trust  immediately if you cease to be so entitled during 
the appointment. 

27 DURATION OF CONTRACT 

[For a standard permanent contract include the following:  

27.1 Subject to the successful completion of the probationary period your appointment is 
permanent, and term time [plus [number] weeks].  

[For a standard fixed term contract include the following  

27.2 [Subject to the successful completion of the probationary period your appointment 
shall be for a fixed term and shall terminate on [DATE] without the need for notice 
unless previously terminated by either party providing [NUMBER] [weeks/months] 
notice in writing].  

27.3 The reason the post is for a fixed term is [Reason].]  

[For a standard permanent part time contract include the following: 

27.4 Subject to the successful completion of the probationary period your appointment is 
permanent, all year round and part-time working [NUMBER] of hours relative to an 
equivalent full time employee.] 

28 PLACE OF WORK  

4.1 Your place of work will be [ADDRESS] and at any other location within a reasonable 
distance which forms part of the premises of the Academy or elsewhere as may be 
reasonably be required by the Chief Executive from time to time after consultation. 

29 HOURS OF WORK 

29.1 Your hours of work will be [ ] hours per week x [ ] weeks per annum. You will be 
required to work within the hours of 7.00am and 7.00pm with an unpaid lunch break 
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of [ ] minutes. [AMEND AS NECESSARY]. 

[Site Services hours to be adjusted to include potential/possible evening and weekend 
working arrangements]. 

Actual times of work will be determined by the Executive Headteacher and may vary 
as the need arises. If there is any variation in the days or hours worked this will 
discussed with you prior to any change. 

29.2 You may be required to work such additional hours as may be necessary for the proper 
performance of your duties. 

29.3 If you are SCP56 or above such additional hours will be worked without extra 
remuneration but may, with agreement of your line manager, be claimed back as Time 
off in Lieu (TOIL).  

29.4 If you are below SCP56 you may, with the agreement of your line manager, be allowed 
to claim any ‘overtime’ as TOIL or paid at the appropriate rates. 

29.5 Your working hours will be subject to the provisions of the Working Time Regulations 
1998 (as amended).  

29.6 You are required to work and take part in such extra-curricular activities e.g. staff 
meetings, parents evenings, sports competitions etc. as may reasonably be required 
by the Executive Headteacher (subject to clauses 5.2-5.5). 

30 SALARY 

30.1 Your salary will be determined in accordance with the decisions made by the National 
Joint Council for Local Government Service. You will be paid monthly in arrears not 
later than the last day of each calendar month by credit transfer into a bank or building 
society account of your choice.  

30.2 Your salary will be paid in twelve (12) equal instalment on a monthly basis which 
includes payment for annual leave and public holidays. 

30.3 Your salary at the commencement of your employment will be £[AMOUNT] per 
annum. [if part time include:(calculated on a pro rata basis by reference to a full 
time equivalent of £[AMOUNT].]  

30.4 You will be on spine point [NUMBER] on the [NAME] Pay scale. 

30.5 You are not automatically entitled to a pay rise each year but the Trust will consider 
the national NJC pay award and will determine whether to accept the recommendation 
each year and notify you accordingly. 

31 INCREMENTAL PROGRESSION WITHIN THE GRADE OF THIS POST  

If your appointment was made between 1st April and 30th September, incremental progression 
within your grade will take place on 1st April the following year and then on 1st April each year 
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thereafter until the maximum of the scale is reached. This is subject to the continued satisfactory 
performance of your duties.  

31.1 If your appointment was made between 1st October and 31st March, incremental 
progression within your grade will take place six months after the appointment and 
then on 1st April each year thereafter until the maximum of the scale is reached. This 
is subject to the continued satisfactory performance of your duties.For full-time 
employees, hours worked in excess of 37 hours [Note: this will be 36 hours for 
employees engaged in London], if authorised by a line manager, will attract the 
‘overtime’ change wording? rates listed below: 

Monday to Saturday’s  Time and a half for short notice and Flat Rate for pre-
arranged additional hours. 

Sundays/Public Holidays Double Time (minimum 2 hours)  

For part-time employees, with the agreement of the line manager, any hours worked 
above their normal weekly contracted hours up to 37 hours [Note: this will be 36 
hours for employees engaged in London] per week will be paid at the employee’s 
normal hourly rate between Monday to Friday, termed ‘additional hours’. Overtime 
payments for part-time employees will remain in line with the Green Book. 

31.2 You agree that the Trust  may deduct from any salary or other payment due to you 
any amount owed by you to the Academy following prior notification to you. 
Arrangements to repay any over-payments will be made with the intention of avoiding 
hardship where possible.  

32 EXPENSES 

32.1 The Trust  shall reimburse (or procure the reimbursement of) all reasonable expenses 
wholly, properly and necessarily incurred by you in the course of the appointment, 
subject to production of VAT receipts or other appropriate evidence of payment. 

32.2 You shall abide by the Academy’s policies on expenses as set out in the Academy 
Expenses Policy from time to time. 

33 HOLIDAYS  

Employees Contracted To Work Less Than 52 Weeks Per Annum  

 

The actual annual salary includes payment of annual leave and public/concessionary days, 
which are taken during school closure.  

Public Holidays  

 

As an employee of the Trust you will be entitled to the following public holidays:  
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Good Friday, Easter Monday, May Day, Spring Bank Holiday, Late Summer Bank Holiday, 
Christmas Day, Boxing Day and New Year’s Day. 

34 INCAPACITY 

34.1 If you are absent from work for any reason, you must notify the cover team of the 
reason for your absence as soon as possible but no later than 7.15am on the first day 
of absence. 

34.2 In all cases of absence a self-certification form, which is available from the staff shared 
drive, must be completed on your return to work and supplied to the Personnel 
Manager. For any period of incapacity due to sickness or injury which lasts for seven 
(7) consecutive days or more, a doctor's certificate stating the reason for absence 
must be obtained at your own cost and supplied to the Personnel Manager. Further 
certificates must be obtained if the absence continues for longer than the period of the 
original certificate. However should you enter a hospital or similar institution a doctor’s 
statement on entry or discharge shall be submitted in the place of the normal periodic 
statements for the period of hospitalisation. 

34.3 In cases of prolonged or frequent absence, you agree to consent to a medical 
assessment (at the Academy’s expense) by a doctor nominated by Academy should 
the Executive Headteacher or the Trust  so require. You agree that any report 
produced in connection with any such examination may be disclosed to the Executive 
Headteacher and the Trust  and the Trust may discuss the contents of the report with 
the relevant doctor.  

34.4 You shall be entitled to receive sick pay calculated in accordance with the relevant 
provisions of the National Joint Council for Local Government Service (the Green 
Book). 

34.5 Subject to the Sickness Absence Policy and the Green Book you will be entitled to 
receive sick pay for the following periods: 

During 1st year of service 1 month’s full pay and (after completing 4  
    months service) 2 months half pay 

During 2nd year of service 2 months full pay and 2 months half pay 

During 3rd year of service 4 months full pay and 4 months half pay 

During 4th & 5th year of service 5 months full pay and 5 months half pay  

After 5 years’ service  6 months full pay and 6 months half pay 

34.6 The rights of the Trust  to terminate the appointment under the terms of this contract 
apply even when such termination would or might cause you to forfeit any entitlement 
to sick pay or other benefits. 
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35 MATERNITY, PATERNITY, ADOPTION AND SHARED PARENTAL LEAVE 

35.1 Provisions for maternity leave shall be those set out in the Green Book, without 
prejudice to any additional rights provided by the Employment Acts and/or agreed 
locally, where ratified by the Trust . 

35.2 You shall be entitled to paternity and/or adoption leave and pay and/or shared parental 
leave and pay, without prejudice to any additional rights incorporated into the Green 
Book from time to time as set out in the Trust’s policies which are available from the 
office.  

36 OTHER BENEFITS 

36.1 In addition to the benefits detailed in this Agreement, you shall be entitled to the 
following benefits: 

36.1.1 Cyclescheme, when availabble. Further details can be obtained from the 
Personnel Manager. 

37 OTHER LEAVE 

37.1 In addition to the annual leave detailed in clause 8, you may be eligilble for (subject to 
meeting the eligibility criteria and notification requirements) other forms of paid leave 
as set out in our Special Leave Policy which can be located in the Staff Handbook. 

37.2 The Trust, or in a case of urgency, the Chief Executive, through delegation to the Head 
of School, may at their discretion grant you occasional leave of absence within the 
limits and upon the conditions relative to payment of salary prescribed by the Trust  on 
compassionate or other grounds. 

38 CONFIDENTIAL INFORMATION  

38.1 You acknowledge that in the course of the appointment you will have access to 
Confidential Information. You therefore agreed to accept the restrictions in this clause 
13. 

38.2 You shall not (except in the proper course of your duties), either during the 
appointment or at any time after its termination (however arising), use or disclose to 
any person, school, trust, company or other organisation whatsoever (and shall use 
your best endeavours to prevent the publication or disclosure of) any Confidential 
Information. This shall not apply to: 

38.2.1 any use or disclosure authorised by the Trust  or required by law; 

38.2.2 any information which is already in, or comes into, the public domain other 
than through your unauthorised disclosure; or 

38.2.3 any protected disclosure within the meaning of section 43A of the 
Employment Rights Act 1996. 
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38.3 For the purposes of this clause 13 Confidential Information shall mean any and all 
information that relates to: 

38.3.1 trade secrets, know-how, secret or confidential operations, business 
methods, systems, affairs, finances, transactions of the Academy or 
other information of a confidential nature relating to the School or the 
Trust  or any supplier, pupil, parent, governor, Trustee potential pupil, 
potential parent, potential governor or potential trustee of the 
Academy; or  

38.3.2 any other information designated by the Academy as confidential or 
which may reasonably be regarded as being confidential; and  

38.3.3 any other information in relation to which the Academy owes a duty 
of confidentiality to any third party. 

38.4 All documents, manuals hardware and software provided for your use by the Academy 
and any data or documents (including copies) produced, maintained or stored on the 
Academy’s computer systems or other electronic equipment (including mobile 
phones), remain the property of the Academy. 

38.5 Any Academy property in your possession and any original or copy documents 
obtained by you in the course of your employment shall be returned to the Academy 
at any time on request and in any event prior to the termination of your employment 
with the Academy. 

39 TERMINATION  

[For a Permanent Employee include (the notice required from the Academy is in line with 
the statutory minimum to which you can add a minimum of perhaps one (1) week or one 
(1) month as you so wish. In respect of notice from the employee you have a wide 
discretion as to what you wish to set I have provided for one (1) month at present but this 
can be reduced to a minimum of one (1) week or alternatively increased you can also 
require the notice to terminate on set dates if you so wish: 

39.1 After successful completion of the probationary period referred to in clause 1.5 the 
prior written notice required from the Trust  to terminate your employment shall be the 
greater of one (1) week for each complete year of continuous employment (subject to 
a maximum of twelve (12) weeks) and [NUMBER] [weeks/months]. Continuous 
service is calculated from the date shown in clause 2.2. 

39.2 The prior written notice required from you to terminate your employment shall be one 
(1) months’ notice.] 

[For a Fixed Term Employee Include: 

39.3 After successful completion of the probationary period referred to in clause 1.5 and in 
accordance with the fixed term status of the contract your employment will terminate 
automatically without the need for notice on the date specified in clause 3.1 unless 
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previously terminated earlier by either you or the Trust  providing [NUMBER] 
[weeks/months] notice in writing.] 

39.4 It shall be sufficient that any notice given by the Trust  under this clause shall be signed 
by the Chief Executive . Any such notice given by the Trust  may be served by 
delivering it to you or by leaving it at your last known place of residence or by sending 
it in a prepaid letter addressed to you at that place. Any notice given by you under this 
clause must be in writing and may be served by delivering it to the Chief Executive  or 
by sending it in a prepaid letter to such Chief Executive  at his place of residence or 
care of the Trust office. 

39.5 The Trust  reserves the right to dismiss you without notice in the event of gross 
misconduct in accordance with its disciplinary policy. 

40 DISCIPLINARY, GRIEVANCE AND CAPABILITY PROCEDURES  

40.1 Your attention is drawn to the disciplinary and grievance procedures applicable to your 
employment, which are available from the Academy office. These procedures do not 
form part of your contract of employment. 

40.2 If you wish to appeal against a disciplinary decision you may apply in writing to the 
Principal or other Disciplinary Manager in accordance with the Academy’s disciplinary 
procedure. 

40.3 The Trust  reserves the right to suspend you with pay for a reasonable period 
depending on the circumstances, for the purposes of investigating any allegation of 
misconduct or negligence against you. 

40.4 If you wish to raise a grievance you may apply in writing to the Executive Headteacher 
in accordance with the Academy’ grievance procedure. 

40.5 Your employment is subject to performance review and in the event you do not achieve 
the standards expected by the Trust , the Academy’s non-contractual Capability 
Procedure (as in force from time to time) will apply. The Academy’s Capability 
Procedure is available from the Personnel Manager. 

40.6 The Disciplinary, Grievance and Capability Procedures do not create contractual rights 
enforceable by you against the Trust  but you must comply with them. 

40.7 The Trust  has the right to alter procedures and rules (to include non-contractual 
Disciplinary, Grievance and Capability Procedures) from time to time, as applicable. 

41 TRAINING REQUIREMENTS 

41.1 You must undertake training, the cost of which will be paid by the Trust: 

41.1.1 For example: induction training, safeguarding training and any other 
training relevant to your role. 

42 PENSIONS 
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42.1 You will be entitled to contribute to the Local Authority Pension Scheme administered 
by the Local Authority and deductions will be made from salary from the date of 
appointment in respect of the scheme membership. However, you may choose not to 
contribute to this Scheme and may make alternative arrangements. If you do this, you 
must notify the Academy.   

43 LOCAL AGREEMENTS 

43.1 The Following Local Agreements are applicable to your employment by the Trust: 

43.1.1 Code of Conduct 

44 HEALTH & SAFETY & SAFEGUARDING 

44.1 You will familiarise yourself with and follow the Academy’s policies on Health & Safety 
at Work and Safeguarding requirements (and subsequent revisions thereof). 

45 VARIATION 

21.1 The Trust  reserves the right to make reasonable changes to the terms of your Contract 
following consultation with you and your Trade Union representative (if requested). Any 
such alteration will be notified to you in writing within one (1) month of the Trust ’s 
decision. 

46 COUNTERPARTS  

22.1 This contract may be executed in any number of counterparts, each of which, when 
executed, shall be an original, and all the counterparts together shall constitute one and 
the same instrument. 

47 THIRD PARTY RIGHTS 

23.1 No person other than a party to this agreement may enforce any of its terms.  

48 GOVERNING LAW AND JURISDICTION 

48.1 This agreement and any dispute or claim arising out of or in connection with it or its 
subject matter or formation (including non-contractual disputes or claims) shall be 
governed by and construed in accordance with English law. 

48.2 The parties irrevocably agree that the courts of England and Wales shall have non-
exclusive jurisdiction to settle any dispute or claim that arises out of or in connection 
with this agreement or its subject matter or formation (including non-contractual 
disputes or claims). 

This contract of employment has been entered into on the date stated at the beginning of it. 

Please confirm acceptance of your appointment by signing both copies of this contract. Retain one copy 
for your own records and return the second copy to the School within 14 days. If a signed copy of this 
page is not received within the 14 day timescale, it will be assumed that you have accepted the terms 
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and conditions contained within it. 

Signed on behalf of the Trust by:    

Print name:      Dr S M Tranter 

Date:        

I, the Employee, understand and agree to the terms and conditions of my contract of employment as set 
out above.   

 

………………………………………    ………………………………….. 

Employee's signature      Date  
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SCHEME OF FINANCIAL DELEGATION 2020-21 

ACTION   RESPONSIBILITY ACCOUNTABLE TO: FREQUENCY  LIMITS OF 
AUTHORISATION 

Budget         

Preparation of initial budget 
plans    

CEO Trustees (FA&P) Annually   

Preparation of final budget for 
approval  

CEO Trustees (FA&P) Annually   

Delegation of Budgets to 
Budget Holders  

Headteacher/Head 
of School 

CEO Annually Various 

Preparation of Budget Holder 
Guidelines  

COO CEO Annually   

Monitoring of individual 
budgets  

Budget Holder COO and ultimately 
CEO 

Termly   

Monitoring of budget via 
Quarterly returns   

COO CEO then Trustees 
(FA&P) 

as per calendar   

Monitoring of monthly payroll 
reports  

COO Executive 
Headteacher** 

Monthly Chair of FA&P to 
do periodic checks  

Authorisation of virements 
between budget headings 

Headteacher/Head 
of School 

CEO then Trustees 
(FA&P) 

Ad-hoc  Over £5000 after 
referral to 
Trustees via CEO 

Monthly budget report COO CEO Monthly Reports are sent 
to Trustees by 
COO 

Spending 
    

Authorisation of day-to-day 
expenditure    

Headteacher/Head 
of School/CEO as 
per 

CEO then Trustees Daily Up to £50,000 
Over  CEO to 
authorise above 
£50,000 after 
referral to 
Trustees 

Ordering of Goods and services    Finance Officers COO Ad-hoc As per individual 
services 

Authorisation of orders    Headteacher/Head 
of School/CEO as 
per 

CEO then Trustees Ad-hoc In practice the 
majority of orders 
at ECS are signed 
by the Executive 
Headteacher** at 
ECS or 
Headteacher at 
LVA 

Commitment of orders onto 
cash accounts   

Finance Officers COO  As soon as 
order placed  

  

Hardship fund Family Liaison 
officers 

COO Ad-hoc Up to £50 without 
reference. Over 
£50 authorised by 
Deputy Heads 
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Confirmation of delivery of 
goods    

Budget holders Finance Officer and 
COO 

Ad-hoc   

Checking of invoices for 
accuracy and VAT   

Finance Officer COO Ad-hoc   

Certifies invoice for payment  CEO or other 
signatory  

Trustees (FA&P) Ad-hoc  Less than £5000, 
certified by 
Finance Team/cost 
centre managers. 
All invoices over 
£5000 referred to 
Headteacher/Head 
of School 

Cheque, Direct debit or 
standing order authorisation 
signatory 

Any 2 of: Deputy 
Head, 
Headteacher/Head 
of School, COO, 
CEO (one 
signatory must be 
Headtreacher 
(LVA) and CEO 
(ECS)) 

Executive 
Headteacher 

 Ad-hoc Any over £5000 
requires CEO 
signature. In 
practice most 
cheques are 
signed by CEO 
(ECS) and all 
signed by 
Headteacher (LVA) 

Authorisation of Petty Cash 
reimbursements to staff 

Headteacher/Head 
of School 

CEO then Trustees 
(FA&P) 

Ad-hoc  Up to £20 cash                                               
Over £20 cheque 

Use of HSBC Commercial Card    Finance Officer CEO With express 
permission of 
the Executive 
Headteacher** 

Executive 
Headteacher** 
will authorise any 
expenditure on 
card and authorise 
any paperwork. 
Finance Officer 
named person on 
card and Finance 
Manager 
reconciles monthly 
and presents the 
statement to the 
Executive 
Headteacher** to 
authorise 
payment. Use of 
the card is a 
standing item on 
FA&P meetings. 

Monitoring of Petty Cash 
reconciliation   

COO CEO Weekly   

Maintenance of education visit 
records    

Finance Officer COO Annually   

Preparation of school journey 
income and expenditure 
statement 

Finance Officer  COO Annually   
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Maintenance of Free school 
meals records   

Admin Officer Finance Officer  Ad-hoc   

Recording of other school 
income    

Finance Officer COO Ad-hoc   

Preparation other school 
income for banking  

Finance Officer  COO  Weekly   

Premises and Systems 
    

Undertaking capital works, 
R&M 

COO CEO Ad-hoc  Up to value of 
£10000- one 
quotation. Over 
£10000- three 
quotations. 

Maintenance of inventory 
records  

Budget 
holders/HOD 

COO Annual return   

Disposal of inventory items  COO Headteacher/Head 
of School 

Ad-hoc   Up to £5000 
Above this refer to 
Governors – see 
delegation 

Annual inventory check     Finance Officer Headteacher/Head 
of School 

Annually Any missing items 
to be reported to 
Executive 
Headteacher** 
within 24 hours. 

Back-up of Computerised 
records   

COO  COO Daily Any failures to be 
reported to 
Executive 
Headteacher** 
within 24 hours. 

Planning and implementation 
of major works including 
capital schemes 

COO CEO Ad-hoc   

Payment of invoices for Capital 
construction work 

Finance Officer  COO   Schedule as per 
PID with limits as 
set out on the PID 

Staffing 
    

Appointment of Staff    Headteacher/Head 
of School 

CEO then Trustees   Up to but not 
including Deputy 
Headteachers, 
Headteachers and 
the Executive 
Headteacher**. 
CEO sits on 
appointing panel 
for all Leadership 
Team 
appointments. 

Appoinment of staff via 
agencies 

Headteacher/Head 
of School 

CEO then Trustees   Up to 15% is 
authorised by 
Headteacher/Head 
of School. Over 
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15% referred to 
CEO has authority 
to pay 'finders 
fees' to agencies. 

Authorisation of Agency/supply 
timesheets  

Cover Manager Deputy Head 
responsible for 
administration of 
cover 

Ad-hoc All invoices are 
checked by the 
Finance Office 
before 
presentation to 
the 
Headteacher/Head 
of School for 
payment. 

Authorisation of Agency/supply 
timesheets for exam 
invigilators 

Examinations 
Officer 

Deputy Head 
responsible for the 
administration of 
exams 

Ad-hoc All invoices are 
checked by the 
Finance Office 
before 
presentation to 
the 
Headteacher/Head 
of School for 
payment. 

Authorisation of rewards and 
motivation payments 

Headteacher/Head 
of School 

CEO then Trustees 
(FA&P) 

Termly According to 
Rewards and 
Motivation policy. 

Authorisation of payroll forms* 
for newly employed members 
of staff 

Headteacher/Head 
of School 

CEO then Trustees 
(FA&P) 

Ad-hoc   

Authorisation of Payroll COO CEO monthly COO verifies 
payroll return and 
sends to CEO for 
authorisation. 

Register of Business Interests 
and 'Fit and proper' 
declarations 

CEO's PA Trustees then 
Members 

Annually CEO's PA to 
arrange for 
documents to be 
produced and held 
in a central file. 

Authorisation of payroll forms* 
for changes in staff 
circumstances 

Headteacher/Head 
of School 

CEO then Trustees Ad-hoc  Chair of Trustees 
authorises any 
changes to CEO 
arrangements. See 
policy on appraisal 
of senior staff. 

Accounts and Reporting 
    

Preparation of budget reports 
to Governors   

Headteacher/Head 
of School 

CEO then Trustees 
(FA&P) 

Quarterly   

Preparation of draft accounts COO CEO Annually   
Preparation of budget 
monitoring reports for ESFA 

COO CEO Termly   
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Completion of Monthly VAT 
returns  

COO CEO Termly   

Preparation and authorisation 
of projected year end balances 

COO CEO Annually   

Preparation of trial balances  COO CEO Annually   
Writing Off of debts COO Executive 

Headteacher 
Quarterly Writing off a debt 

of up to £1000 by 
EHT, ovder £1000 
refer to FA&P. All 
debt recovery 
activity is reported 
to FA&P. 

Internal audit arrangements COO Executive 
Headteacher 

Annually Arrangements are 
agreed with FA&P 
and implemented 
by CEO. 

External audit arrangements COO Executive 
Headteacher 

Annually 

Trust development and 
Salmon's Brook School 

    

Preparation of budget reports 
to Trustees 

COO CEO then Trustees Quarterly   

Working with the ESFA/DfE Executive 
Headteacher 

Trustees (FA&P) Quarterly The ESFA/DfE is 
the 
purchasing/budget 
holder for the 
development of 
Salmon's Brook 
and the Trustees 
delegate all 
functions to the 
CEO. Any spending 
that may relate to 
or affect the Trust 
should be referred 
to the Trustees 
where it is above 
£50,000. 

Making purchasing decisions 
and operational decisions 
regarding Salmon's Brook 

Executive 
Headteacher 

Trustees (FA&P) Quarterly 

* The Trust changed payroll 
provider from September 2018 
and will move gradually to on-
line systems. Therefore 'forms' 
refers to both paper and 
electronic. 

    

** the CEO is also Executive 
Headteacher at ECS 

    

 

ANTI-CORRUPTION AND BRIBERY POLICY 

INTRODUCTION 
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It is the policy of the Trust to conduct all Trust business in an honest and ethical manner. The Trust take 
a zero-tolerance approach to bribery and corruption and are committed to acting professionally, fairly 
and with integrity in all commercial dealings and relationships wherever it operates and implementing 
and enforcing effective systems to counter bribery. 

The Trust will uphold all laws relevant to countering bribery and corruption. However, it remains bound 
by the laws of the UK, including the Bribery Act 2010, in respect of conduct both at home and abroad. 

The purpose of this policy is to: 

• set out the Trust’s responsibilities, and of those working for it, in observing and upholding the 
Trust’s position on bribery and corruption; and 

• provide information and guidance to those working for the Trust on how to recognise and deal 
with bribery and corruption issues. 

Bribery and corruption are punishable for individuals by up to ten (10) years' imprisonment and if the 
Trust is found to have taken part in corruption it could face an unlimited fine, be excluded from tendering 
for public contracts and face damage to reputation. The Trust therefore takes its legal responsibilities 
very seriously. 

In this policy, third party means any individual or organisation you come into contact with during the 
course of your work for us, and includes actual and potential clients, customers, suppliers, distributors, 
business contacts, agents, advisers, and government and public bodies, including their advisors, 
representatives and officials, politicians and political parties. 

WHAT IS BRIBERY? 

Bribery is offering, promising, giving or accepting any financial or other advantage, to induce the 
recipient or any other person to act improperly in the performance of their functions, or to reward them 
for acting improperly, or where the recipient would act improperly by accepting the advantage.  

GIFTS AND HOSPITALITY 

This policy does not prohibit reasonable and appropriate hospitality (given and received) to or from third 
parties. 

The giving or receipt of gifts is not prohibited, if the following requirements are met: 

• it is not made with the intention of influencing a third party to obtain or retain business or a 
business advantage, or to reward the provision or retention of business or a business 
advantage, or in explicit or implicit exchange for favours or benefits; 

• it complies with any applicable local law; 

• it is given in the Trust’s name, not in your name; 

• it does not include cash or a cash equivalent (such as gift certificates or vouchers); 

• it is appropriate in the circumstances. For example, in the UK it is customary for small gifts to 
be given at Christmas time; 

• taking into account the reason for the gift, it is of an appropriate type and value and given at an 
appropriate time; and 

• it is given openly, not secretly. 

The test to be applied is whether in all the circumstances the gift or hospitality is reasonable and 
justifiable. The intention behind the gift should always be considered. 
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WHAT IS NOT ACCEPTABLE? 

It is not acceptable for you (or someone on your behalf) to: 

• give, promise to give, or offer, a payment, gift or hospitality with the expectation or hope that a 
commercial advantage will be received, or to reward a commercial advantage already given; 

• give, promise to give, offer or accept a payment, gift or hospitality during any commercial 
negotiations or tender process, if this could be perceived as intended or likely to influence the 
outcome. 

• accept a payment, gift or hospitality from a third party that you know or suspect is offered with 
the expectation that it will obtain a commercial advantage for them or anyone else in return; 

• accept hospitality from a third party that is unduly lavish or extravagant under the circumstances; 

• offered or accept a gift to or from government officials or representatives, or politicians or 
political parties, without the prior approval of the Head Teacher. 

• threaten or retaliate against another individual who has refused to commit a bribery offence or 
who has raised concerns under this policy; or 

• engage in any other activity that might lead to a breach of this policy. 

FACILITATION PAYMENTS AND KICKBACKS 

The Trust does not make, and will not accept, facilitation payments or 'kickbacks' of any kind.  

Facilitation payments are typically small, unofficial payments made to secure or expedite a routine or 
necessary action (for example by a government official). They are not commonly paid in the UK, but are 
common in some other jurisdictions. 

Kickbacks are typically payments made in return for a business favour or advantage.   

You must avoid any activity that might lead to a facilitation payment or kickback being made or accepted 
by the Trust or on its behalf, or that might suggest that such a payment will be made or accepted. If you 
are asked to make a payment on the Trust’s behalf, you should always be mindful of what the payment 
is for and whether the amount requested is proportionate to the goods or services provided. You should 
always ask for a receipt which details the reason for the payment. If you have any suspicions, concerns 
or queries regarding a payment, you should raise these with the Head Teacher.  

DONATIONS 

The Trust does not make contributions to political parties. It only makes charitable donations that are 
legal and ethical under local laws and practices. No donation must be offered or made without the prior 
approval of the Chief Executive. 

YOUR RESPONSIBILITIES 

You must ensure that you read, understand and comply with this policy. 

The prevention, detection and reporting of bribery and other forms of corruption are the responsibility of 
all those working for the Trust or under its control. You are required to avoid any activity that might lead 
to, or suggest, a breach of this policy. 

You must notify the Chief Executive as soon as possible if you believe or suspect that a conflict with this 
policy has occurred, or may occur in the future.  For example, if an agent or potential agent offers you 
something to gain a business advantage with us, or indicates to you that a gift or payment is required to 
secure their business. 
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RECORD-KEEPING 

The Trust must keep financial records and have appropriate internal controls in place which will evidence 
the business reason for making payments to third parties. 

You must declare and keep a written record of all hospitality or gifts accepted or offered, which will be 
subject to review. [Exclude gifts from children/parents up to a set value or just at Christmas/end 
of year?] 

You must ensure all expenses claims relating to hospitality, gifts or expenses incurred to third parties 
are submitted in accordance with the Trust’s Expenses Policy and specifically record the reason for the 
expenditure. 

All accounts, invoices, memoranda and other documents and records relating to dealings with third 
parties, such as suppliers and business contacts, should be prepared and maintained with strict 
accuracy and completeness. No accounts must be kept 'off-book' to facilitate or conceal improper 
payments. 

HOW TO RAISE A CONCERN 

You are encouraged to raise concerns about any issue or suspicion of bribery or corruption at the earliest 
possible stage.  

If you are offered a bribe, or are asked to make one, or if you believe or suspect that any bribery, 
corruption or other breach of this policy has occurred or may occur, you must report it in accordance 
with the Trust’s Whistleblowing Policy as soon as possible. A copy of our Whistleblowing Policy. 

If you are unsure whether a particular act constitutes bribery or corruption, or if you have any other 
queries, these should be raised with the Chief Executive 

PROTECTION 

Individuals who refuse to accept or offer a bribe, or those who raise concerns or report another's 
wrongdoing, are sometimes worried about possible repercussions. The Trust aims to encourage 
openness and will support anyone who raises genuine concerns in good faith under this policy, even if 
they turn out to be mistaken. 

The Trust is committed to ensuring no one suffers any detrimental treatment as a result of refusing to 
take part in bribery or corruption, or because of reporting in good faith their suspicion that an actual or 
potential bribery or other corruption offence has taken place, or may take place in the future. Detrimental 
treatment includes dismissal, disciplinary action, threats or other unfavourable treatment connected with 
raising a concern. If you believe that you have suffered any such treatment, you should inform the Chief 
Executive immediately. If the matter is not remedied, and you are an employee, you should raise it 
formally using the Trust’s Grievance Policy. 

TRAINING AND COMMUNICATION 

Training on this policy forms part of the induction process for all new individuals who work for the Trust. 
All existing workers will receive regular, relevant training on how to implement and adhere to this policy. 

The Trust’s zero-tolerance approach to bribery and corruption must be communicated to all suppliers, 
contractors and business partners at the outset of any business relationship with them and as 
appropriate thereafter. 

BREACHES OF THIS POLICY 

Any employee who breaches this policy will face disciplinary action, which could result in dismissal for 
gross misconduct.  
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The Trust reserves the right to terminate its relationship with other individuals and organisations working 
on its behalf if they breach this policy. 
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EXPENSES POLICY 

• Categories of Claimants 

Staff - The Academy will reimburse staff for all reasonable expenses necessarily incurred in the 
performance of their duties, such as mileage, car parking and rail fare. Consideration should always be 
given to using the most practical and cost effective method of travel. All reimbursement claims will be 
paid via the payroll system 

Non-employees – Travel for candidates for interview and for other non-employees will not be reimbursed. 
Members, Trustees and Governors will be reimbursed for any expenses incurred outside of the scope 
of duties- for example attendance at a conference. All expenses must be approved in advance by the 
Chair of Trustees. 

All claims must be made via the Academy’s claim form which can be obtained from the Finance Office. 

• Authorisation and Responsibility 

All staff must submit expense claims to the Business Manager for approval within one month of the end 
of the month in which the travel or expenditure was incurred. 

 It is the responsibility of the claimant to sign the claim and to ensure that the amounts claimed are 
justifiable, represent value for money and have the relevant receipts attached. 

Purchase of Resources 

The Academy Trust expects that the Trust’s purchasing system should be used. If there is a justifiable 
reason why this cannot or was not used, then application must be made to the School Business Manager 
for recompense. Such claims will normally be paid via salary. 

Modes of Travel 

Home to School Travel – Colleagues are responsible for the cost of all travel between their home and 
their normal primary place of work. 

Mileage Rates – Mileage rates for the relevant mode of transport are paid in line with the current agreed 
rates used by Enfield Council. 

Fines – All drivers must note that any parking, road traffic fines, congestion fines or penalties incurred 
are their personal responsibility and will not be reimbursed by the Academy. 

Insurance – Drivers should ensure that their own private vehicle is adequately insured for business use, 
as the driver is personally liable for any incident. 

Road worthiness of private vehicles – It is the responsibility of drivers to ensure the road worthiness of 
their vehicle and that the vehicle meets all the requirements of the Road Traffic Act. 

Public Transport – The use of public transport is encouraged and should be used where possible and 
most cost effective. 

Taxis – When travelling by taxi, a receipt must be obtained from the driver. Where possible, the claimant 
should obtain prior approval from the Headteacher/Head of School/CEO before using a taxi. 

Travel by taxi should be kept to a minimum and normally only under the following circumstances: 

• Where heavy baggage or equipment is being transported; 

• Where no public transport is available; 
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• When a member of staff has a temporary or permanent mobility issue, or; 

• Where personal security is an issue. 

Rail – For all journeys, colleagues will be expected to travel standard class. If the journey is longer than 
one hour, then the CEO may choose to travel First Class so that she is able to work on the train. 

Air – Where it is the most cost effective method of travel, colleagues may opt to travel by air. The claimant 
should obtain prior approval from the Headteacher/Head of School/CEO before booking air travel. 
Colleagues will be expected to travel economy class. If the employee chooses to travel in another class 
the entire journey is at the individual’s expense 

Congestion and Toll Charges – Drivers will be reimbursed for Congestion and Toll Charges incurred 
subject to production of receipts, where available. Congestion Charges will only be reimbursed at the 
daily rate, so the driver must ensure that payment is made before the deadline. 

Day subsistence 

When colleagues are on class day trips, packed lunches should be requested from the Canteen 

When colleagues are on overnight trips, they will follow the same meal arrangements as the students 
on the trip. 

Under no circumstances will the cost of alcoholic beverages be reimbursed. 

Overnight Subsistence 

When travelling requires an overnight stay, the daily rate of reimbursement for meals is up to £22 for 
each 24 hour period. 

Where the accommodation includes breakfast, the rate is reduced to £17. 

Where any meals are provided as part of the purposes for travelling, i.e. meetings, conferences, and 
training courses the rate is reduced by £5 for lunch provided and £12 for dinner provided. 

Gratuities 

Gratuities are treated as discretionary costs by the Inland Revenue. As such, any reimbursement is 
treated as a taxable benefit and, therefore, gratuities will not be reimbursed. Gifts, for example to a 
school hosting our students (such as is customary when visiting an overseas school), should be 
discussed with the Headteacher/Head of School/CEO in advance of the visit. 

Service charges included within the overall cost of the meal are acceptable and will be reimbursed as 
part of the usual expenses claim. 

Advances for Travel Costs 

Only in exceptional circumstances will advances be made to employees to assist in covering travel costs. 
Advances must be approved by the Headteacher/Head of School/CEO. Any offer of advance is 
conditional upon acceptance of a potential salary deduction. 

Where advances are given, all unused funds, claim forms and receipts must be submitted to the finance 
office within 10 days of the last day of travel. Any advanced funds not accounted for by receipts or 
returned must be reimbursed by the employee. Any advance outstanding after 30 days may be deducted 
from an employee’s salary without prior notification. 

Accommodation 

Overnight stays must be pre-approved by the Headteacher/Head of School/CEO. 
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Travellers are reminded of the need to demonstrate value for money and reasonableness of expenditure 
when selecting accommodation. 

Reimbursement 

Staff will only be reimbursed for expenditure upon completion of the appropriate claim form provided by 
the Academy and after authorisation of the claim by the approved signatory. 

The Academy will reimburse any claim within the next pay run subject to the approved claim being 
submitted to the finance office. 
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CAPITALISATION AND DEPRECIATION OF ASSETS 

Aim: the aim of this standard operating procedure is to ensure that there is a policy for capitalisation 
and depreciation of assets, as part of our accounting procedures 

Rationale: The Academy Trust is required to have a policy on capitalisation and depreciation. The 
policy enables the school to plan for the depreciation and eventual replacement of assets 

Implementation: 

Capitalisation of Expenditure 
 

The Academy’s treatment of expenditure on fixed assets varies according to the category of the 
assets and their expected useful economic lives. 

Assets more than five years old inherited on establishment of the Academy are assumed to be fully 
depreciated and are not included in the accounts. This does not include the buildings. 

Tangible fixed assets acquired since the Academy was established are included in the accounts at 
cost. 

Where tangible fixed assets have been acquired with the aid of specific grants, either from the 
government or from the private sector, they are included in the balance sheet at cost and depreciated 
over their expected useful economic lives. The related grants are credited to the restricted fixed asset 
fund (in the Statement of Financial Activities and carried forward in the balance sheet) and the 
depreciation on the appropriate assets is charged to this fund such that the remaining carrying value 
of the grants at each year-end is represented by the net book value of the funded assets. 

 
Assets under construction are accounted for at cost based on architects’ certificates and other direct 
costs, incurred to 31 August. They are not depreciated until they are brought into use. 

The asset register will include the source of funds for all assets. 

 
All fixed assets given to the Academy are recorded in the accounts as income in the period in which 
the fixed asset was given to the Academy. The value placed on gifts in kind should be either a 
reasonable estimate of their gross value to the Academy or the amount actually realized. The key test 
is what the Academy would have been prepared to pay to purchase the asset. 

A review for impairment is carried out if events or changes in circumstances indicate that the carrying 
amount of any fixed asset may not be recoverable. 

Individual items costing less than £2,000 are not capitalised. Individual items costing £2,000 or more 
will be considered for capitalisation. Tangible Fixed Assets and Depreciation Policy Depreciation 

 
Depreciation is provided evenly on the cost of tangible fixed assets, to write them down to their 
estimated residual values over their expected useful lives. The principal annual rates used are: 

Asset Depreciation Annual depreciation rate 

Land No depreciation We are not required to include 
the value of the land on our 
balance sheet 
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Buildings 50 years 2%pa 

Long Leasehold Property Over 
term 

the remaining lease  

Building refurbishments 10 years 10%pa 

Furniture and equipment 8 years 12.5%pa 

Motor vehicles 4 years 25% 

Computer Equipment and 3 years 33.3%pa 

software   

 

This SoP will be reviewed annually after the accounts are complete. 
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INVESTMENTS POLICY 

Aim: the aim of this standard operating procedure is to ensure that there is a policy for investments as 
part of our governance procedures 

Rationale: The Academy Trust is required to have a policy on managing investments. 

Introduction 
 
The objective of the Trust’s investment policy is to maximise the assets for the benefit of the children 
educated in the Trust. 

The Trust currently has no investment portfolio. The Trust will consider the creation of an investment 
portfolio when it has had at least 5% of its revenue funding as a carry forward for three successive 
years. The global sum for investment will be established. The intention will be to provide either income 
or growth but with certainty of value. 

The assets of the Trust include the buildings and two houses (all property is held on a lease as a 
condition of Academy status). No assets are permanently endowed. The buildings have a value that 
is included in the Trust’s annual accounts but as the Trust is not able to dispose of the assets, they 
are not included in the investments portfolio. 

Investment Strategy 

The Chief Executive will propose to the Trustees that the funds of the school are such that an 
investment strategy is appropriate. The committee will decide on whether to prioritise income or 
growth. The global sum to be considered as the ‘investment pot’ will be written down and reported 
to the Trustees. 

The Chief Executive will take advice from an investment portfolio adviser on how to achieve either 
income or growth or whether a ‘mixed’ performance strategy is appropriate. The investment 
management company will be regulated. The Trust will 

Appoint two professional investment management firms to manage the assets (excluding the direct 
property) on a discretionary basis in line with this policy. Investment managers provide custody of 
assets. Managers are required to produce a valuation and performance report quarterly. The Trust 
has nominated a list of authorised signatories, two of which are required to sign instructions to the 
investment manager. 

The Trust will establish an investment committee which will have the responsibility for agreeing 
strategy and monitoring the investment assets. The committee will meet six monthly to review the 
portfolio, including an analysis of return, risk and asset allocation. Performance will be monitored 
against agreed market benchmarks, and against the investment objective of inflation plus 4% over 
the long term. Each investment manager is required to present to the investment committee on a six 
monthly basis. 

Whilst the intention will be to generate either income or growth, given that the revenue is formed from 
public funds there must be certainty of value. 

The investment objective is to generate a return of inflation plus 4% per annum over the long term, 
after expenses. This should allow the Trust to at least maintain the real value of the assets, whilst 
funding annual expenditure in the region of 4% per annum. The Trust adopts a total return approach 
to investment, generating the investment return from income and capital gains or losses. It is expected 
that if in any one year the total return is insufficient to meet the budgeted grant making expenditure, 
in the long term the real value of the Trust will still be maintained in accordance with the investment 
objective above. 

 
Risk 
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The investments strategy will need to ensure that any capital is protected in real terms. No more than 
50% of the ‘investment pot’ will be available for investment as the remaining monies will be kept liquid. 

Ethical Investment 

The Trust wishes to maintain an ethical stance and this is to be reflected in any investment decisions. 
Therefore there will be no investment in any company or associated company that produces cigarettes 
and tobacco products, is associated with dictatorial regimes. The full investment portfolio investment 
list will be reported three times per year to the Trustees. 

Management, Reporting and Monitoring 

The investment committee is to report formally to the full trustee board on at least an annual basis. 
This report should include a review of asset allocation strategy, performance, risk profile and 
consistency with long term investment objective. 

Evaluation: 

This SoP will be reviewed annually after the accounts are complete and following any issue raised by 
auditors or other professionals. 
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PURCHASING AND COMPETITIVE TENDERING POLICY 

Our Mission Statement is found on school publications and is ‘Educating our Community for Success’ 

In addition, all the Members, Trustees and Governors of the Edmonton Academy Trust and its 
academies agree to uphold the Nolan Principles of Public Life.  A copy of the ‘Code of Conduct’ is 
published in the Governors Handbook. 

When considering the procurement of, and tendering for goods and services, consideration should be 
given to probity, accountability and value for money.  

The Trust values of transparency and fairness will inform our financial practices  

PURPOSE  

This policy has been produced to ensure that the Trust and the Academy (ies) manage public funds in 
a proper and effective manner as set out in the Academies Financial Handbook. When considering the 
procurement of, and tendering for goods and services, consideration should be given to probity, 
accountability and value for money.  

KEY REQUIREMENTS OF PROCESS  

• The majority of purchases made will be paid for with public funds. As public bodies, academy 
trusts must ensure regularity, propriety and value for money in their management of public funds.  

• Budget holders must be informed of the budget available to them as soon as possible after the 
start of the academic year. It is the responsibility of the budget holder to manage the budget and 
to ensure that the funds available are not overspent.  

PURCHASE LEVEL PROCEDURE 

Purchase level procedure Authorisation 

Less than £1,000 A price must always be 
obtained prior to any order 
being placed. This price should 
be attached to the purchase 
order and filed. 

Headteacher/Head of School. 
Purchase order forms are 
signed by the Budget holder 

Between £1,000 and less than 
£10,000 

At least three written quotations 
should be obtained prior to any 
order being placed. These 
should be attached to the 
purchase order and filed 
alongside the rationale for 
selecting the chosen supplier. 

Where it has not been possible 
to obtain three quotations, the 
reason for the exception should 
be noted. 

Software- for example, 
Microsoft site licences have a 
fixed price and there is no scope 
for negotiation. In such 

Headteacher/Head of School. 
Purchase order forms are 
signed by the Budget holder 
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instances the ‘three quotation’ 
rule is waived. 

£10,000 and above (subject to 
a formal tendering process) 

subject to a formal tendering 
process 

Up to £50000, authorised by the 
Chief executive.  

 

Contracts above this amount 
will be referred to the Trustees 
(FPH&S) 

 

In an exceptional circumstance 
the EHT can authorise 
expenditure and/or can refer to 
the Chair of the Edmonton 
Academy Trust or the Chair of 
the Trustees (FPH&S) for 
approval. Such occasions would 
be wholly exceptional but might 
be required in the event of 
emergency work being required 
and to delay work might cause 
operational challenges or 
further expense. 

Above the OJEU threshold 
(currently £172,514) 

subject to a formal tendering 
process 

All contracts must be referred to 
the Trustee (FPH&S), who have 
the delegated authority to 
approve contracts. All such 
contracts must be reported to 
the Governing Body at its next 
meeting. 

 

Note: 

• when offering public sector tenders contractors must not enter into separate contracts 
below the thresholds in order to avoid having to apply the regulations.  

• a series of purchases from a single supplier in a single academic year contribute towards 
that purchase level. Therefore, if the academy places multiple orders with a single supplier 
and the total purchase level exceeds £1,000 then evidence will need to be provided to 
demonstrate the rationale for selecting the chosen supplier.  

• For any major building works of a value greater than £50,000 the services of an architect 
would be engaged to deal with the handling of specifications and suitability to tender.  

TENDERING PROCEDURE (see Appendix A) 

Quotation and Tendering 

The minimum required number of tenders or quotations, from appropriate contractors, for a given 
estimated value of contract, are:  

• Up to £2,000 minimum of one oral or on-line quotation  

• Above £2,000 and up to £10,000, three written quotations;  
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• Above £10,000 and up to £50,000, three formal quotations to be submitted in writing by a specified 
date and time and based on a written specification and evaluation criteria;  

• Above £50,000 and up to EU thresholds, four tenders;  

• Over EU thresholds, five tenders.  

All tenders will be opened at the same time and details of the contractor, quotation and any other details 
recorded at the time of opening,  

The reasons for accepting a particular tender must be documented, especially if it is decided to accept 
other than the lowest tender. All decisions should be reported to the Trustees (FPH&S) committee and 
then the Governing Body or the Trust Board (where there are multiple academies). 

If it is possible to collaborate with another Trust to achieve greater value for money then this will be 
undertaken.  

The values are for single items or groups of items, which must not be disaggregated artificially.  

The sterling equivalents of EU thresholds (net of VAT) from 01/01/2016 are: £164,176 for supplies and 
Part A services, and £4,104,394 for works.  

The sterling equivalents are changed on 1 January of each even-dated year.  

For tenders expected to exceed EU thresholds, advertisements must also be placed in OJEU (the 
Official Journal of the European Union) and must follow EU procurement requirements with particular 
regard to be given to the timescale for such tenders.  

PROCEDURES  

All purchases with a value greater than £50,000 must be put out to formal tender. The following 
procedures must be followed in such circumstances:  

• A specification will be prepared by the COO and authorised by the Chief executive and sent to 
at least three suppliers. It is anticipated that for any major building works of a value greater 
than £50,000 the services of an architects would be engaged to deal with the handling of 
specifications and suitability to tender. 

• Where appropriate, the suppliers invited to tender should be drawn from an approved list or 
from those agreed with the architect. Otherwise, invitations to submit tenders will be 
advertised in local newspapers and trade journals if appropriate.  

The invitations to tender will include:  

a) an introduction/background to the project;  

b) the scope and objectives of the project;  

c) any technical requirements;  

d) implementation details for the project;  

e) the terms and conditions of the tender; and  

f) the form and date of response to the academy, or in the case of building works, to the School Business    
Manager, architect or quantity survey or  

g) tender evaluation criteria. 
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• All replies, if to the academy, should be addressed to the COO in a plain sealed envelope 
marked ‘Tender’ to reach her/him by a specified date. All replies must be kept sealed until that 
date.  

• All tenders will be opened at the same time and details of the contractor, quotation and any 
other details recorded at the time of opening,  

• No contractor will be allowed to amend the tender after the time fixed for receipt.  
• The School Business Manager will open a separate correspondence file for each tender which 

will contain copies of all correspondence or other relevant information.  
• For purchases up to £50,000, provided the expenditure is included in the budget, the decision 

as to which quotation/tender to accept will be taken by the Chief Executive. 
• For purchases exceeding £50,000, provided the expenditure has been budgeted for, a 

decision will be made by the Trustees (FPH&S) Committee. In an exceptional circumstance 
the Chief Executive can authorise expenditure and/or can refer to the Chair of the Edmonton 
Academy Trust or the Chair of the FPH&S for approval. Such occasions would be wholly 
exceptional but might be required in the event of emergency work being required and to delay 
work might cause operational challenges or further expense. 

• Where expenditure is not included in the budget or anticipated expenditure exceeds the 
budget allocation, the decision as to which quotation/tender to accept will be taken by the 
FPH&S Committee.  

• The reasons for accepting a particular tender must be documented, especially if it is decided 
to accept other than the lowest tender. All decisions must be reported to the full Governing 
Body or Trust Board.  

•  The successful bid may not always be the cheapest.  

ACCEPTANCE OF TENDER  

The following points will be considered when deciding which tender to accept:  

• The overall price and the individual items or services which make up that price.  
• Whether there are any ‘hidden ‘costs; that is additional costs which the school/Trust will have 

to incur to obtain a satisfactory product.  
• Whether there is scope for negotiation, whilst being fair to all tenderers.  
• The qualifications and experience of the supplier, including membership of professional 

associations.  
• Compliance with the technical requirements laid down by the school.  
• Whether it is possible to obtain certificates of quantity.  
• The supplier’s own quality control procedure; pre sales demonstrations, after sales service 

and, for building works, a minimum six month defects period and insurance guarantees.  
• The financial status of the supplier.  
• References from other establishments.  
• Understanding & compliance with Health & Safety, CDM regulations and Child Protection 

issues related to working on a school site  
• For OJEU contracts, a mandatory Alcatel period will apply. In the case of building works, 

where the tendering process is being carried out by the architect or quantity surveyor, they will 
be responsible for checking the documentation of the lowest tender before making a 
recommendation to the Academy/Trust. Once a tender is accepted an order should be issued 
immediately to the supplier in the normal way. The successful contractor should be provided 
and sign for a copy of the Academies ‘Contractors Guide’ and reminded that the school is a 
NON SMOKING site. The Academy’s Funding Agreement should be considered when 
applying this policy.  

FRAMEWORK AGREEMENTS  
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• Where appropriate, for both new and established SLAs, the Trust may enter into framework 
agreements with contracting authorities  

• In all cases, the Trust will ensure that the agreement is made in line with EU procurement 
rules 

• In all cases, the selection will be made based on value for money criteria  

RELATED PARTY TRANSACTIONS  

• All staff, Governors and Trustees must declare pecuniary interests annually and in any 
meetings where any issues are discussed that might involve the related organisation. 

• Further details of trading with connected parties are set out in Appendix B 
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Appendix A 

Forms of Tenders  

There are three forms of tender procedure:  

• open,  
• restricted and, 
• negotiated 

and the circumstances in which each procedure should be used are described below.  

Open Tender: This is where all potential suppliers are invited to tender. School management must 
discuss and agree with the FPH&S Committee how best to advertise for suppliers, e.g. general press, 
trade journals or to identify all potential suppliers and contact directly if practical. This is the preferred 
method of tendering, as it is most conducive to competition and the propriety of public funds.  

Restricted Tender: This is where suppliers are specifically invited to tender. Restricted tenders are 
appropriate where:  

• There is a need to maintain a balance between the contract value and administrative costs  
• A large number of suppliers would come forward or because the nature of the goods are such 

that only specific suppliers can be expected to supply the school/Trust’s requirements. 
• The costs of publicity and advertising are likely to outweigh the potential benefits of open 

tendering 
• Negotiated Tender: The terms of the contract may be negotiated with one or more chosen 

suppliers.  

This is appropriate in specific circumstances:  

• The above methods have resulted in either no or unacceptable tenders;  
• Only one or very few suppliers are available  
• Extreme urgency exists  
• Additional deliveries by the existing supplier are justified  

Preparation for Tender In order to help with the transparency of the procurement and tendering process 
the academy should have a register of business interests for the Trust, local Governing Body and any 
other person that may be involved in the procurement and tendering process. The school/Trust need to 
be aware that the EU introduced a requirement for public bodies to follow a prescribed tendering 
procedure, which operates to a minimum timescale, as well as requiring adverts to be placed in the 
Official Journal of the European Union if goods and services are to exceed the value of £164,176 
(€209,000) (excl VAT) over the life of the contract, or if Public works contracts for the procurement of 
construction or civil engineering work exceeds £4,104,394 (€5,225,000) for the procurement of works 
(excl VAT). (Effective 1 January 2016).  

Full consideration should be given to:  

• Objective of project – should be in line with a Academies Development Plan and any budget 
constraints  

• Overall requirements – as set out in the Specification or Statement of Requirement  
• Technical skills required  
• After sales service requirements  
• Form of contract  

It may be useful after all requirements have been established to rank requirements (e.g. mandatory, 
desirable and additional) and award marks to suppliers on fulfilment of these requirements to help reach 
an overall decision. Any current level of service should not be regarded as the standard needed.  
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Invitation to Tender If a restricted tender is to be used then an invitation to tender must be issued. If an 
open tender is used an invitation to tender may be issued in response to an initial enquiry. An invitation 
to tender should include the following:  

Introduction/background to the project  

• Scope and objectives of the project 

• Technical requirements 

• Implementation of the project  

• Terms and conditions of tender, and  

Form of response  

Aspects to Consider  

Financial  

Like should be compared with like and if a lower price means a reduced service or lower quality this 
must be borne in mind when reaching a decision  

Care should be taken to ensure that the tender price is the total price and that there are no hidden or 
extra costs  

Academy should consider the possible flexibility of a short-term agreement with the consistency and 
possibility of a lower price for longer term agreements  

If there is scope for negotiation, this must be considered  

Technical/Suitability  

Qualifications of the contractor  

Relevant experience of the contractor  

Descriptions of technical and service facilities  

Certificates of quality/conformity with standards  

Quality control procedures  

Details of previous sales and references from past customers  

Other Considerations  

Pre-sales demonstrations  

After-sales service  

Financial status of supplier. Suppliers in financial difficulty may have problems completing contracts and 
in the provision of after sales service. It may be appropriate to have an accountant or similarly qualified 
person examine audited accounts etc.  

Tender Acceptance Procedures  

The invitation to tender should state the date and time by which the completed tender document should 
be received by the Academy. Tenders should be submitted in plain envelopes clearly marked to indicate 
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they contain tender documents. The envelopes should be time and date stamped on receipt and stored 
in a secure place prior to tender opening. Tenders received after the submission deadline should not 
normally be accepted. 

Tender Opening Procedures  

All tenders submitted should be opened at the same time and the tender details should be recorded. 
Two persons should be present for the opening of tenders.  

A separate record should be established to record the names of the firms submitting tenders and the 
amount tendered. This record must be signed by both people present at the tender opening.  

Tender Evaluation  

The evaluation process will involve at least two people. Those involved shall disclose all interests, 
business and otherwise, that might impact upon their objectivity. If there is a potential conflict of interest 
then that person must withdraw from the tendering process  

Those involved in making the decision shall not accept gifts or hospitality from potential supplies that 
could compromise or be seen to compromise their independence   

Full records will be kept of all criteria used for evaluation and for contracts over £50,000 a report should 
be prepared for the Local Governing Body highlighting the relevant issues 11 and recommending a 
decision. For contracts under £50,000 the decision and criteria should be reported to the Local 
Governing Body  

Where required by the conditions attached to a specific grant from the DfE/EFA, the 
department/Agency’s approval must be obtained before the acceptance of tender  

The accepted tender should be the one that is economically most advantageous to the academy. All 
parties shall then be informed of the decision  

In the event that a tender other than the lowest is accepted, those involved in making the decision shall 
document and report the reasons for not accepting the lowest bid to the Governing Body.  

Insurance Requirements  

Generally insurance requirements are stated within the PQQ/tender documents. However, as a 
minimum most contracts will require the contractor to be covered by an Employers and Public Liabilities 
Insurance to the value of £10,000,000.  

Retention of Records  

All relevant documents relating to the tender process (including minutes of meetings and a written record 
of the reasons for the decision made) shall be retained by the Academy for audit purposes, and to use 
in defence if any complaint or allegation of improper practice is made.  

Document retention periods will be as follows:  

• Pre-Qualification Questionnaires: 6 months  

• Invitations to tender: 1 year  

• Evaluation criteria/decision making documentation: 1 year  

• Successful bid: 7 years from start of contract   
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Appendix B 

1. This part of the policy deals with goods or services provided by individuals or organisations connected 
to the academy trust  

2. The ‘at cost’ requirement applies to contracts for goods and services from a connected party:  

• agreed by the academy trust on or after 1st September 2016; and  

• exceeding £2,500, cumulatively, in any one financial year of the trust.  

3. For these purposes, where a contract takes the trust’s cumulative annual total with the connected 
party beyond £2,500, the element above £2,500 must be at no more than cost.  

4. In relation to organisations supplying legal advice or audit services to the academy trust, the ‘at cost’ 
requirement applies where the organisation’s partner directly managing the service is a member or 
trustee of the trust, but not in other cases for those organisations. The Companies Act 2006 and the 
ethical standards of some professions also contain requirements which may prevent certain 
professionals from acting as a trustee of the trust.  

5. The ‘at cost’ requirement does not apply to the trust’s employees unless they are also one of the 
parties described at point 1.  

6. The academy trust must ensure that any agreement with an individual or organisation referred to in 
point 1, to supply goods or services to the trust is properly procured through an open and fair process 
and is:  

7. Supported by a statement of assurance from that individual or organisation to the trust  

8. When trading with connected parties, the overriding judgement is whether any transactions pose a 
potential risk to public funds  

9. Evaluation of risk should include:  

• Value  

• Nature of transaction  

• Position of the connected party 

• Capacity of the connected party to control and influence the decision making process  

• Transparency  

10. If the transaction is judged to be potentially irregular/improper then the contract should not be 
awarded to the individual or organisation connected to the Trust.  

11. On an annual basis, all trading with connected parties should be reviewed and a pro-forma statement 
of assurance should be completed for each individual/organisation  
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OVERTIME AND TOIL POLICY 

Aim  
 
From time to time the needs of the organisation are such that staff are requested to work hours over 
their contract to fulfil a short-term requirement for additional human resource.  
The aim of this policy is to ensure that there is a robust system for  
 
• Overtime to be authorised, recorded and remunerated  
 
Edmonton Academy Trust(EAT) is always appreciative of the time that colleagues are willing to 
dedicate to their duties and ion particular, where staff undertake unplanned overtime on an emergency 
basis.  
 
Rationale  
As a public body we have a responsibility to ensure that public money is used appropriately and that 
staff are remunerated for work done.  
It is also important that overtime is monitored to ensure that it is only done where necessary, the 
burden is share across a team and where remunerated, it is done in a timely manner.  
For some types of overtimes, Time Off in Lieu (TOIL) suits the individual and the organisation better. 
However, TOIL can place additional burdens on those staff left at work that in itself can necessary 
additional resources if not managed appropriately.  
 
Implementation 
  
For staff  
All overtime must be authorized before the work is undertaken.  
The following staff are authorized to approve overtime  
• Executive Headteacher/CEO 
• Headteacher/Head of School 
• School Business Manager/COO 
•  Deputy Headteachers  
• Senior Site Services Manager  
• Personnel Manager.  
 
Planned and Unplanned Overtime  
 
Planned Overtime is where the need for overtime is anticipated for example:  
• A member of the team is on leave and additional resource is required to ‘infill’ for that person  
• A project is planned such that the hours of operation extend beyond the contracted hours  
 
Unplanned overtime is where the need for overtime could not have been reasonably anticipated and 
the working day has to be extended to overcome an unexpected bottleneck or to alleviate a 'behind 
schedule' situation due an accident, outage, etc.  
It must not be used to do work that could reasonably be done the next day or over a longer period.  
 
Recording and claiming for overtime  
 
All staff must use the EAT pro forma to record and claim for overtime.  
 
All claims must be submitted monthly and normally no claim will be recognized if more than one month 
out of date.  
The overtime claim form must set down  
• The start and finish time  
•  The reason for the overtime  
•  Whether the overtime was planned or unplanned  
•  Who authorized the overtime  
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The claim form must be signed and authorized by the person who authorized the overtime and the 
form sent to the Finance Office.  
 
The claim will be checked and processed accordingly.  
 
Overtime is normally paid in the next pay roll run following the claim.  
 
Rate for Overtime  
The hourly rate of overtime is calculated by dividing the annual salary by the annually paid contracted 
hours.  
The rate for unplanned overtime is 1.25 x the hourly rate.  
 
 
TOIL  
 
Normally staff will be offered TOIL for the overtime they have done. However, this must be arranged 
using the same system as applying for annual leave.  
 
Keeping records  
The Personnel Manager will keep all overtime claim forms and these will be subject to spot checks 
and also subject to audit.  
The overtime total will be recorded on the School Dashboard as Planned and Unplanned overtime, to 
assist Trustees and Governors when monitoring school expenditure.  
 
Evaluation  
The policy will be reviewed by the School Business Manager/COO annually. 
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REWARDS & MOTIVATION SOP 

 
Aim: All staff have a responsibility to protect the assets of the Academy. This policy is intended to set 
out the scope of rewards and motivation budgets. 

Rationale: The Academy Trust is required to demonstrate that it takes all necessary steps to protect 
the integrity of public funds. 

Implementation: 

Faculty Residential and Working Meetings 

Subject to approval, faculties and other groups may be authorised to go ‘off site’ for the purpose of 
working on a project or other team development exercise. In such circumstances the funds made 
available can be used to purchase a meal. The expected cost must be approved in advance by the 
Executive Headteacher and under no circumstances may this be used to purchase non-authorised items 
(such as alcohol). 

Honorarium 

The Executive Headteacher may offer staff an honorarium up to the value of £250 in recognition of 
additional work that has been undertaken over that expected of the employee 

Bonuses 

All bonuses are proposed by the Executive Headteacher to the Executive Headteachers Performance 
Review Group. 

Time off  

On occasions, the Executive Headteacher may offer a member of staff a discretionary day’s holiday in 
recognition of additional work that has been undertaken over that expected of the employee 

Rewards 

See Retirement and Celebration Policy. 

Evaluation: 

This SoP will be reviewed annually after the accounts are complete. 
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CHARGING & REMISSIONS POLICY 

EAT recognises the valuable contribution that the wide range of additional activities, including clubs, 
out of school trips, residential and experiences of other environments, can make towards students’ all-
round educational experience and their personal and social development. 
(Throughout this policy, the term “parents” means all those having parental responsibility for a child).  
 
Edmonton Academy Trust Schools will not charge for:  
  
a) Education provided during school hours (including the supply of any materials, books, instruments 
or other equipment);  
b) Education provided outside school hours if it is part of the National Curriculum, or part of a syllabus 
for a prescribed public examination that the pupil is being prepared for at the school, or part of 
religious education;  
c) Tuition for pupils learning to play musical instruments if the tuition is required as part of the  
National Curriculum, or part of a syllabus for a prescribed public examination that the pupil is being 
prepared for at the school, or part of religious education;  
d) Entry for a prescribed public examination, if the pupil has been prepared for it at the school;  
e) Admission applications;  
f) Examination re-sit(s) if the pupil is being prepared for the re-sit(s) at the school, except where the 
request for the re-sit is made solely by the parent and not the school.  
 
 
CHARGES WILL BE MADE IN RESPECT OF THE FOLLOWING: 

• Damage/theft to school premises/property - 
Where items such as windows or equipment are damaged by a student, either deliberately or 
as a result of breaking school rules, the cost of replacement/repair will be charged to parents; 

• Providing copies of files if requested under the Freedom of Information Act 2000 – usually 
£25; 

• Malicious setting off of the fire alarm- £25 administrative fee; 
• Ingredients and materials needed for practical subjects (eg Food and Textiles Technology); 
• School trips and residentials in school time: the board and lodging element of the residential 

experience and outdoor pursuit courses;  
• Activities outside school hours: the full cost for each student for journeys, trips and overnight 

stays in the United Kingdom and abroad which take place at weekends and during holidays, 
which are deemed to be optional extras;  

• Examination entry where students have not been prepared by the school, and remarking or re-
sits requested by parents. Actual costs will be charged; 

• Authenticating documents such as passports etc. £25 fee; 
• Failure on the part of a student to complete requirements for a public examination. The full 

costs of the examination plus an administration fee of £5 will be charged. 
• Cancellation charged incurred as part of trips and visits policy (see appendix). 

 
 
 
VOLUNTARY CONTRIBUTIONS 

• Voluntary contributions towards the cost of school-time trips may be charged. The school will 
have the right to cancel an activity if insufficient voluntary contributions. 

• Charges for board and lodgings on residential courses may be made at a reduced rate for 
students whose parents are receiving means tested state benefits. 
 

DEBT COLLECTION 
• Payment should be obtained as soon as reasonably practicable; invoices should be raised as 

soon as possible, payable within 30 days from date of issue. 
• The Governing Body has delegated authority for write-offs to the Headteacher as detailed in 

the Scheme of Delegation 
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REMISSIONS  
  
Trust schools may remit charges in full or in part to other parents after considering specific hardship 
cases. The trust invites parents to apply, in the strictest confidence, for the remission of charges in 
part or in full. The Headteacher will authorise remission.  
  
INSURANCE  
  
Any insurance costs will be included in charges made for trips or activities.  
  
CHARGING AND REMISSIONS PROCEDURES  
  
a) Staff organising a trip, visit, club or activity will notify parents in advance of any likely costs.  
This will be done by letter, with a reply slip for parents to accept the proposed costs. The letter will 
contain details of remission arrangements as set out in the Charging and Remissions Policy.  
b) The organising member of staff, in agreement with the schools’ Finance department, will set out the 
arrangements for collection of costs to parents.  
c) The organising member of staff will agree the process for the collection of monies with the schools’ 
Finance department.  
d) The school department will keep accounts of all trips, visits, clubs or activities.  
  
RESIDENTIAL TRIPS 
 
For trips this document should be read in conjunction with the “Planning a Residential Trip” document 
and “Standard Operating Procedure for Trips and Visits”. Both should be attached to this document. 
 
LEGISLATION  
  
This policy has been written in accordance with sections 449-462 of the Education Act 1996 
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THE AUDIT COMMITTEE 

Aim: The Trustees of Edmonton Academy Trust delegates responsibility for the financial management 
of the Academy to the finance committee. the aim of this standard operating procedure is to ensure that 
there is a policy for ensuring that the audit functions are secured. 

Rationale: The terms of reference of the Finance, Audit and Premises (FA&P) committee are to include 
the Audit function. This will be a separate agenda item. This will be a standing item. ESFA regulations 
are that with the exception of the Executive Headteacher, no member of staff can sit on the Audit 
Committee. 

The Finance, Audit and Premises Committee has the authority to investigate any activity within its terms 
of reference.  

The Finance, Audit and Premises Committee has the right of access to obtain all the information and 
explanations it considers necessary, from whatever source, to fulfil its remit. 

Implementation: 

Composition  

The finance committee will comprise:  

• The Executive Headteacher/CEO 

• The Trustee leading on financial matters, appointed by the Chair of the Board of Trustees to 
chair the Finance, Audit and Premises committee.  

• Other governors and trustees. 

The quorum for the Finance, Audit and Premises Committee is 3 members. At least one Trustee (other 
than the Executive Headteacher) and one local governing body representative needs to be present. 

Responsibilities  

A detailed set of accountabilities and responsibilities across the Trust is contained within the Scheme of 
Delegation.  

The Finance, Audit and Premises Committee will meet 4 times during the course of the Academic year.  

• Ensure the Academy is operating within its funding agreement providing assurance for the Accounting 
Officer.  

• To review and agree policies relating to Finance as delegated by the Board of Trustees E.g. Finance 
Policy, Record of Financial Responsibility including levels of delegation, Charges and Remissions, 
Expenses and Best Value Statement.  

• To receive from the Executive Headteacher/CEO a draft budget and then to recommend to the Board, 
the first formal budget plan of the financial year, carry out revisions monitor the budget, and report 
regularly to the Board of Trustees on progress and status.  

• To establish and maintain an up to date 3-year strategic financial plan.  

• To consider a budget position statement including virement decisions at least termly and to report 
significant anomalies from the anticipated position to Board of Trustees  

Audit and Risk Management  

• To appoint the auditors 
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• To consider and advise the Board of Trustees on the adequacy and effectiveness of the Trust’s 
audit arrangements, framework of governance, risk management and control and processes for 
the effective and efficient use of resources, the solvency of the Trust and the safeguarding of 
its assets.  

• To advise the Board of Trustees on the appointment, reappointment, dismissal and 
remuneration of the external auditors and internal auditors and establish that all such assurance 
providers adhere to relevant professional standards.  

• To consider and advise the Board of Trustees on the internal audit strategy and annual audit 
plans, the outcome of work should inform the governance statement that accompanies the 
Trust’s annual accounts and, so far as possible, provide assurance to external auditors.  

• To advise the Board of Trustees on internal audit assignment reports and annual reports and 
on control issues included in reports of the external auditors and management’s response to 
them.  

• To monitor, within an agreed timescale, the implementation of agreed audit recommendations.  

• To consider and advise the Board of Trustees on relevant reports by the Funding Agency and 
where appropriate, management’s response to these.  

• To establish, in conjunction with management, relevant annual performance measures and 
indicators and to monitor the effectiveness of the external and internal auditors through these 
measures and indicators and decide, based on this review, whether a competition for price and 
quality of the audit service is appropriate.  

• To produce an annual report to the Board of Trustees and Accounting Officer that outlines the 
activities of the Committee as they relate to the year under review and to the terms of reference 
of the Committee. The report should also include the Committee’s opinion on the adequacy and 
effectiveness of the Trust’s systems and arrangements for risk management, control and 
governance processes and any significant matters arising from the work of the auditors.  

• To oversee the Trust’s policies on fraud and irregularity and whistleblowing, and ensure the 
proper, proportionate and independent investigation of all allegations and instances of fraud, 
theft and/or irregularity; that investigation outcomes are reported to the Finance and Audit 
Committee; that the external auditors (and internal auditors where appointed) have been 
informed, and that appropriate follow-up action has been planned/actioned, and that all 
suspected cases of fraud, theft and/or irregularity are notified to the Education Funding Agency 
in accordance with the Academies Financial Handbook.  

• To inform the Board of Trustees of any additional services provided by the external and internal 
auditors and explain how independence and objectivity were safeguarded.  

• To recommend the Trust’s annual report and financial statements and external auditor’s 
management letter to the Board of Trustees for approval. 

Evaluation: 

This SoP will be reviewed annually after the accounts are complete and following any issue raised by 
auditors or other professionals. 
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TRADE DEBTORS & CREDITORS SOP 

 
Aim: Trade debtors represent cash amounts due to be paid by customers who have purchased 
goods/services from the Trust. Trade creditors refer to customers or suppliers to whom cash is owed. 
More creditor days means that cash remains in the Trust for longer. 

 

Rationale: The Academy Trust is required to demonstrate that it takes all necessary steps to protect 
the integrity of public funds. 

It is the policy of the Trust to use local suppliers where it is possible so to do. 

Implementation: 

Trade Debtors 

An invoice will be raised within 7 days of any service or goods provided by the Trust. For example, 
where the Executive Headteacher performs duties or roles where a fee is payable. The terms will be 
stated as 30 days. 

If the invoice is over £1000 

If payment is not made within 30 days a reminder invoice will be issued and reminder emails sent weekly 
until a further 30 days have elapsed. At this point a final invoice is sent stating that debt recovery will be 
the Trust’s next step. If the invoice is not paid within a further 30 days debt recovery will be initiated. No 
further supply to this debtor will be permitted until the outstanding invoices are paid. 

If the invoice is less than £1000 

If payment is not made within 30 days a reminder invoice will be issued and reminder emails sent weekly 
until a further 30 days have elapsed. At this point a final demand invoice is sent. No further supply to 
this debtor will be permitted until the outstanding invoices are paid. 

Debt Recovery  

All debt recovery must be referred to the Executive Headteacher. After 180 days any debt below £1000 
will be ‘written off’. The Trustees will be informed. 

The decision to ‘write off’ any debt over £1000 rests with the Trustees. 

If a debt is written off, a debit charge will be made to the relevant cost centre when the trade debtor 
invoice is cancelled. If a debt collection agency is retained, its charges will be debited to the relevant 
cost centre. 

Trade Creditors 

The Trust operates on a 30-day invoice term for all goods and services supplied in full and to satisfaction. 
Incomplete orders will not normally be paid until the order is fully completed. 

Invoices will be paid promptly. 

When dealing with Teacher Agencies the Trust will normally pay up to 10% of the starting salary for a 
teacher introduced to the Trust by the agency. Any payment above 10% must be referred to the 
Executive Headteacher for approval. 

Evaluation: 

This SoP will be reviewed annually after the accounts are complete. 
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MONITORING AND REVIEWING (PERFORMANCE MANAGEMENT) AT EDMONTON ACADEMY 
TRUST. 

Teaching staff and wider workforce 

The appraisal of the teaching staff and the wider workforce is delegated to the headteacher/head of 
school. The Headteacher/Head of School will publish to staff, in the school staff handbook, the teams 
(so that everyone is informed of their manager for performance review purposes) and the requirements 
of the process. 

The Headteacher/Head of School is responsible for proposing objectives for the teaching staff and wider 
workforce to the CEO. These will be approved by the CEO and reported both to the Local Governing 
Body and the Trustees. 

The Headteacher/Head of School is responsible for monitoring the appraisals system. It is intended that 
the ‘paperwork’ will be managed centrally by the HR office The Headteacher/Head of School is 
responsible for ‘signing off’ all appraisals, mid cycle reviews and NQT reviews etc. 

Recommendations for pay progression 

The Headteacher/Head of School is responsible for recommendations for pay progression. For the 
teaching staff, these must be completed by 31 October in readiness for the Trustees to consider. The 
Headteacher/Head of School must prepare a written submission for the CEO to take to the Trustees, 
with detailed notes on any case where either the decision to approve progression is unusual (for example, 
where results are poor but a recommendation for progression is being made) or where progression is 
not being recommended. 

The Headteacher/Head of School must communicate with the teacher if they are to progress on the pay 
spine following the meeting of the Trustees. 

Where the teacher is not to progress, the Headteacher/Head of School needs to communicate with the 
teacher the reasons and what the teacher needs to do to improve, and the process for appeal. The 
Headteacher/Head of School is the first appeal for this process. 

If the teacher is dissatisfied with the Headteacher/Head of School’s decision, they can appeal to the 
CEO. If this is invoked the Headteacher/Head of School will be required to present the case to the CEO. 

The CEO’s decision is final. 

 

Leadership Team 

The Headteacher/Head of School will propose objectives for the members of their Leadership Team. 
The CEO will quality assure these objectives to ensure that they are consistent across the Trust and 
align with the Trust’s aims and objectives. 

The Headteacher/Head of School will publish to the Leadership Team, the teams (so that everyone is 
informed of their manager for performance review purposes) and the requirements of the process. 

The Headteacher/Head of School should review the performance of the members of the Leadership 
Team or delegate to a senior member of the LT (i.e. the performance review of an AHT is carried out by 
a DHT, for example). The Headteacher/Head of School is responsible for annual reviews and mid-cycle 
reviews. 

As part of the review process, when future objectives are agreed, there will be a statement for each 
objective that defines ‘outstanding’, ‘satisfactory’ and ‘requires improvement’ performance. 

Recommendations for pay progression 
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The Headteacher/Head of School is responsible for recommendations for pay progression. For the 
Leadership Team, these must be completed by 31 October in readiness for the Trustees to consider. 
The Headteacher/Head of School must prepare a written submission for the CEO to take to the Trustees, 
with detailed notes on any case where either the decision to approve progression is unusual (for example, 
where results are poor but a recommendation for progression is being made) or where progression is 
not being recommended. 

The Headteacher/Head of School must communicate with the member of the Leadership Team if they 
are to progress on the pay spine following the meeting of the Trustees. 

Where the member of the Leadership Team is not to progress, the Headteacher/Head of School needs 
to communicate with the member of the Leadership Team the reasons and what the person needs to 
do to improve, and the process for appeal. The Headteacher/Head of School is the first appeal for this 
process. 

If the member of the Leadership Team is dissatisfied with the Headteacher/Head of School’s decision, 
they can appeal to the CEO. If this is invoked the Headteacher/Head of School will be required to present, 
the case to the CEO. 

The CEO’s decision is final. 

 

Members of the Central Executive Leadership Team (CELT) 

The appraisal of the central executive leadership team (excluding the CEO) is delegated to the CEO. 

The CEO is the line manager of members of the CELT, unless delegated. 

The Headteacher/Head of School, as part of the appraisal process will propose objectives. The CEO is 
responsible for determining these objectives and reporting these to the CEO Performance Review Group. 
The CEO will consult with the Chair of Governors for the Headteacher/Head of School about the 
proposed objectives and seek their views. For the CELT Team, these must be completed by 31 October 
in readiness for the CEO Performance Review Group to consider. 

The review and objectives will focus on the performance of the individual school and the contribution 
the CELT member makes to the work and performance of the Trust. The performance review meeting 
will be a joint meeting between the CEO and Chair of Governors, with the Headteacher/Head of School. 

As part of the review process, when future objectives are agreed, there will be a statement for each 
objective that defines ‘outstanding’, ‘satisfactory’ and ‘requires improvement’ performance. 

The CEO is responsible for monitoring the appraisals system of the CELT (excluding the CEO). It is 
intended that the ‘paperwork’ will be managed centrally by the HR office. 

Recommendations for pay progression 

The CEO is responsible for recommendations for pay progression of members of the CELT (excluding 
the CEO). If the Chair of Governors for the Headteacher/Head of School is not a member of the CEO 
Performance Review Group, the CEO will inform the Chair of Governors in writing about the 
recommendations or otherwise and seek their views on the recommendations or otherwise. The CEO 
Performance Review Group will take the views of the Chair of Governors into consideration and where 
necessary, defer any decision until the Group has discussed the issue with the Chair of Governors 

The CEO must communicate with the CELT member if they are to progress on the pay spine following 
the meeting of the CEO Performance Review Group. 
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Where the CELT member is not to progress, the CEO needs to communicate with the CELT member 
the reasons and what they need to do to improve, and the process for appeal. The CEO is the first 
appeal for this process. 

If the CELT member is dissatisfied with the CEO’s decision, they can appeal to the CEO Performance 
Review Group. If this is invoked the CEO will be required to present, the case to the CEO. In this 
circumstance, the CEO Performance Review Group will invite the Chair of Governors to present to the 
Group. 

The CEO Performance Review Group’s decision is final. 

 

The CEO 

The appraisal of the CEO is delegated by the Trustees to the CEO Performance Review Group. 

This Group is made up of the Chair of the Board of Trustees, the Vice-Chair of the Board of Trustees 
and a third trustee, by election for a term of three years.  The Group is chaired by the Chair of the Board 
of Trustees, who is responsible for the process and reports to the Board of Trustees and the Members 
on this matter. 

The CEO Performance Review Group will engage a School Improvement Partner to advise them and 
also conduit the performance review process on the Group’s behalf. 

The CEO’s performance will be concerned with the Trust as a whole. 

The CEO, as part of the appraisal process will propose objectives. The CEO Performance Review Group 
is responsible for determining these objectives and reporting these to the Trustees and Members. The 
process must be completed by 31 December. 

As part of the review process, when future objectives are agreed, there will be a statement for each 
objective that defines ‘outstanding’, ‘satisfactory’ and ‘requires improvement’ performance. 

Recommendations for pay progression 

The CEO Performance Review Group is responsible for recommendations for pay progression of the 
CEO. 

The CEO Performance Review Group must communicate with the CEO if she is to progress on the pay 
spine following the meeting of the CEO Performance Review Group. 

Where the CEO is not to progress, the CEO Performance Review Group needs to communicate with 
the CEO member the reasons and what she needs to do to improve, and the process for appeal. The 
CEO Performance Review Group is the first appeal for this process. 

If the CEO is dissatisfied with the CEO Performance Review Group’s decision, she can appeal to the 
CEO Performance Review Group Appeal Panel. The CEO Performance Review Group Appeal Panel is 
made up of the Chair of Members, a further Member and a Trustee, who has not been involved in the 
CEO’s appraisal. If this is invoked the chair of the CEO Performance Review Group will be required to 
present, the case to the CEO Performance Review Group Appeal Panel. 

The CEO Performance Review Group Appeal Panel’s decision is final. 

 



 
 
 

Page | 149 
 

Standard Operating Procedure 
 

 
 

 

Parent/Carer and Visitor Code of Conduct Policy 
(secondary) 

Owner Chief Executive 

Effective Date January 2020 

Review Date July 2020 

 
 
Introduction 
 
At Edmonton Academy Trust, we are very fortunate to have a supportive and friendly parent body; we 
welcome and encourage parents/carers to participate fully in the life of our school. Educating children 
is a process that involves a positive partnership between parents/carers, school staff and the school 
community. Good working relationships between parents/carers and members of school staff are 
therefore vital. We welcome and encourage parents/carers to participate fully in the life of our school. 
We trust that parents/carers will assist our school with the implementation of this policy and we thank 
you for your continuing support. 
 
 
Rationale 
 
As part of our safeguarding procedures, the purpose of this policy is to clearly set out: 
 

• the expectations regarding the conduct of parents/carers and visitors to our school 
• how the school ensures that communication in the school environment is pleasant, courteous 

and does not cause offence or distress to children or adults. 
• the possible consequences of poor conduct by parents/carers and visitors 

 
 
Guidance 
 
We expect parents/carers and visitors to: 

• Sign, date and abide by the terms of the home-school contract for their child (Appendix 1 for 
ECS) 

• Respect the caring ethos and values of our school 
• Understand that both staff and parents/carers need to work together for the benefit of their 

children. 
• Demonstrate that all members of the school community should be treated with respect and 

therefore set a good example in their own speech and behaviour. 
• Seek to clarify a child’s version of events with the school’s view in order to bring about a 

peaceful solution to any issue. 
• Correct own child’s behaviour especially in public where it could otherwise lead to conflict, 

aggressive behaviour or unsafe behaviour. 
• Approach the school to help resolve any issues of concern, initially by contacting their child’s 

class teacher 
• Avoid using staff as threats to admonish children’s behaviour. 
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In order to support a peaceful and safe school environment the school will not tolerate parents/carers 
and visitors exhibiting the following: 
 

• Disruptive behaviour which interferes or threatens to interfere with the operation of a 
classroom, an employee’s office, office area or any other area of the school grounds 

• Shouting, using offensive/profane language, using threatening language, or showing 
aggression, either in person or over the telephone 

• Threatening to do actual bodily harm to a member of school staff, Governor, visitor, fellow 
parent/carer or child regardless of whether or not the behaviour constitutes a criminal offence 

• Damaging or destroying school property 
• Abusive or threatening e-mails or text/voicemail/phone messages or other written 

communication 
• Defamatory, offensive or derogatory comments regarding the school or any of the 

children/parents/carers/staff, at the school on social media or networking sites (e.g. 
Facebook) 

• Physically intimidating or threatening behaviour, e.g. invading personal space, hand 
gestures, exaggerated movements, grabbing an arm, etc. 

• The use of physical aggression towards another adult or child, including pushing/pulling, 
slapping, punching and kicking 

• Spitting, either directly at a person or in a threatening or derogatory manner 
• Approaching someone else’s child in order to discuss or chastise them because of the 

actions of this child towards their own child. (Such an approach to a child may be seen to be 
an assault on that child and may have legal consequences) 

• Racist, sexist or homophobic comments 
• Smoking and consumption of alcohol or other drugs whilst on school property or on the 

pavements immediately outside the school gates (for the Cambridge Campus this is the area 
from the footbridge to the railway bridge on the A10, indicated by the school fencing; for Bury 
Campus this is the area from the bridge over Salmon’s Brook, along Little Bury Street and 
around the corner to Church Street, as indicated by school fencing), for Lea Valley Academy 
it is the pavements immediately outside the school gates 

• Dogs being brought on to school premises 
• Breaching the school’s security procedures. 

 
Please not that this is not an exhaustive list, but seeks to provide illustrations of unacceptable 
behaviour by parents/carers and visitors. 
 
What to do if there is a concern 
 
If parents have concerns they should contact the school by telephone or email. Please do not come to 
school expecting to see a member of staff. 
Our policy is that meetings are normally by appointment only. 
If you telephone or email the school, please ask or direct your email to the person concerned. 
 
If parents have any concerns they should initially discuss with their child’s form teacher or Student 
Manager. 
We aim to respond to all emails and phone calls by the end of the working day but certainly within 48 
hours. 
Please note that teaching staff will not normally have access to emails during the timetabled teaching 
day (from 8.30am-3pm). 
 
If the problem is not resolved, an appointment with the relevant pastoral leader or Head of Department 
will be arranged. If the matter is still not resolved, then a further meeting with the Assistant Head 
responsible for the year group and then a Deputy Headteacher. The Deputy Headteacher may choose 
to refer any major concerns or unresolved issues to the Head of School/Headteacher. 
 
Possible follow-up actions 
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If a parent/carer behaves in an unacceptable manner towards a member of the school community, 
senior staff may seek to resolve the situation through discussion and mediation. However, should any 
of the above behaviour occur on school premises the school may feel it is necessary to contact the 
appropriate authorities and if necessary, even ban the offending adult from entering the school 
grounds. The school reserves the right to take any necessary actions to ensure that members of the 
school community are not subjected to abuse. If parents become abusive at any time on school 
premises they will be asked to leave. 
 
School premises are private property and parents have been granted permission from the school to be 
on school premises. It is also an offence under section 547 of the Education Act 1997 for any person 
(including a parent) to cause a nuisance or disturbance on school premises. Therefore, in case of 
abuse or threats to staff, pupils or other parents, the school may and will ban parents from entering 
school and its grounds, either for a fixed period or permanently (see Appendix 2) The Police will be 
called to assist in removing the person concerned if required. 
 
In the event that a parent/carer is banned from the school premises, the school is not responsible for 
organising drop-off and collection arrangements for children. Parents/carers will need to make 
alternative arrangements. 
 
 
Appendix 1: ECS home – school contract 
 
(to be revised for September 2020) 
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Appendix 2: model letters 
 
Dear [parent] 
 
I have received a report about your conduct on [enter date and time]. 
[Add summary of the incident and of its effect on staff, students, other parents.] 
We believe staff, parents/carers and children are entitled to a safe and protective environment in which 
to work. Behaviour that will cause harassment, alarm or distress to users of the premises is contrary to 
the aims of the school. I must inform you that the Edmonton Academy Trust will not tolerate conduct of 
this nature on its premises and will act to defend its staff and students. 
I am therefore informing you that should the school staff have any further concerns about your 
behaviour formal procedures will be followed. 
 
Yours sincerely, 
Headteacher/Head of School 
 
 
Dear [parent] 
 
I have received a report about your conduct on [enter date and time]. 
[Add summary of the incident and of its effect on staff, students, other parents.] 
We believe staff, parents/carers and children are entitled to a safe and protective environment in which 
to work. Behaviour that will cause harassment, alarm or distress to users of the premises is contrary to 
the aims of the school. I must inform you that the Edmonton Academy Trust will not tolerate conduct of 
this nature on its premises and will act to defend its staff and students. 
The Headteacher/Head of School has already contacted you on xxxx. On the advice of the 
Headteacher/Head of School, I am therefore informing you that should the school staff have any 
further concerns about your behaviour you will be asked not to enter the premises and you could be 
prosecuted under Section 547 of the Education Act 1996. If convicted under this section, you are liable 
to a fine of up to £500. 
 
Yours sincerely, 
Executive Headteacher/Chief Executive 
 
 
Dear [parent] 
 
I have received a report from the Headteacher/Head of School about your conduct on [enter date and 
time]. [Add summary of the incident and of its effect on staff, students, other parents.] 
 
I must inform you that the Edmonton Academy Trust will not tolerate conduct of this nature on its 
premises and will act to defend its staff and students. On the advice of the Headteacher/Head of 
School, I am therefore instructing that (for a temporary period) you are not to reappear on the 
premises of the School. If you do not comply with this instruction, I shall arrange for you to be removed 
from the premises and prosecuted under Section 547 of the Education Act 1996. If convicted under 
this section, you are liable to a fine of up to £500. 
The withdrawal of permission for you to enter the school premises takes effect straightaway. However, 
I still need to decide whether it is appropriate to confirm this decision. Before I do so, I wish to give you 
an opportunity to give me in writing any comments or observations of your own in relation to the report 
which I have received from the Headteacher/Head of School. These comments may include any 
expressions of regret on your part and any assurances you are prepared to give about your future 
good conduct. To enable me to take a decision on this matter at an early point, you are asked to send 
me any written comments you wish to make by (state date ten working days from the date of letter). 
 
If on receipt of your comments I consider that my decision should be confirmed, you will be supplied 
with details of how to pursue a review of the circumstances of your case. 
 
Yours sincerely, 
Executive Headteacher/Chief Executive 
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a) INTRODUCTION 

 

The Academy Trust has responsibility for determining the Academy’s complement of staff and the 
structure of posts, as well as the pay of the staff employed at the Academy. It is important to the 
Trustees and Governors of each school or Academy that we can be perceived by our staff to be acting 
fairly at all times. To achieve this end, and in order to be responsible and make consistent decisions in 
relation to pay determination, it is essential that we have a clear written policy to guide us. 
 
In respect of teaching staff, the Academy Trust has decided to operate within the legal framework laid 
down within the Academy Teachers’ Pay and Conditions Document (STPCD). The Academy Trust has 
its appraisal policy, capability and disciplinary policies. These are the same policies that were in place 
before conversion in September 2016. 
 
The purpose of the Pay Policy is not to describe in detail all the provisions contained within the STPCD 
but to concentrate primarily on setting out, for staff, details of the Trustees’ policy in relation to the 
use of their discretionary powers. 
 
This policy is available to anyone wishing to view it and should be read in conjunction with the 
Academy’s Teacher Appraisal Policy. 
 

b) AIMS OF THE PAY POLICY 
 

i. To maintain and improve the quality of teaching and learning, as well as the general environment 
provided for all pupils by having in place a staffing structure and pay policy which support the 
Trust’s priorities and plans. 

ii. To ensure that, in relation to teaching staff pay, the Trustees and Governors operate within the 
legal framework of the Academy Teachers’ Pay and Conditions Document at all times, and takes 
account of relevant statutory appraisal requirements. 

iii. To enable the Trustees and Governors to exercise their discretionary powers within the 
parameters of a clear framework for all categories of teaching staff. 

iv. To support the recruitment and retention of a high quality workforce and to enable the Academy 
to recognise and reward teachers appropriately for their contribution. 

v. To indicate to all teaching staff that the determination and review of their pay is dealt  with in a 
fair and responsible manner. 

 
c) EQUAL OPPORTUNITIES 

 

The Academy Trust is committed to providing equal opportunities for all staff in its employment 
practices, including recruitment and pay. It is intended that procedures for determining pay will also 
be consistent with the principles of public life – objectivity, openness and accountability. 
 
All staff will be treated fairly, without preconceived bias or distinctions drawn on any grounds 
irrelevant to their employment. These may include, race, colour, nationality, ethnic or  national origins, 
religion or belief, age, disability, gender, gender reassignment, sexual orientation, social, marital or 
civil status, for pregnancy or maternity reasons, for having responsibility for dependants, Trade Union 
involvement or any other grounds irrelevant to the needs of the Academy, post or salary. 
 
All pay related decisions are taken in compliance with the following legislation: The Employment Rights 
Act 1996, The Employment Relations Act 1999, The Part-time Workers (Prevention of Less Favourable 

1. GENERAL ARRANGEMENTS 



 
 
 

 

Treatment) Regulations 2000, The Fixed Term Employees (Prevention of Less Favourable Treatment) 
Regulations 2002 and The Equality Act 2010, together with any subsequent amendments. This 
legislation provides a clear legal framework to prevent such discrimination and places an obligation on 
the Governors to act fairly at all times. 
The Academy Trust will take positive measures to maintain and improve equality of opportunity for all.  
This will include: 
• Undertaking audits of posts and pay positions and consideration of appropriate action to assist 

in addressing any equality issues (e.g. in relation to age, disability, race etc). 
• Upholding a policy of equal pay for posts of equal responsibility. For example, TLR payments 

within the staffing structure will be attached to posts according to relative job weight and level 
of responsibility, following analysis of job descriptions. The same principles will apply also to 
other levels and types of post. This will help to ensure that pay decisions made are free from 
discrimination and are based only on the duties and requirements of the posts. 

• Ensuring that vacant positions are as accessible as possible to all, e.g. to both men and women, 
those with disabilities, those who may have caring responsibilities etc. Flexible working 
arrangements will be considered in relation to any post. The aim is a supportive working 
environment and recognition of the right to a reasonable work/life balance for all. 

• Carrying out performance related pay processes objectively, in a fair and transparent manner 
in accordance with this policy and the Academy’s Appraisal Policy. 

• Seeking to ensure that training and development opportunities within the control of the 
Academy, as well as other meetings, are as accessible as possible to all staff. 

• On an ongoing basis, seeking to improve communications amongst the workforce, including 
those on maternity, adoption and other leave. 
The Academy Trust will consult with staff at regular intervals on equal opportunities issues but 
would also welcome, at any time, constructive suggestions to improve equality of opportunity 
for all. 

 
d) DECISION MAKING – RESPONSIBILITIES AND TIMESCALES 

 

i. Policy Decisions and Reviews 
 

The Academy Trust is responsible for establishing a pay policy and for ensuring that it is implemented 
as set out in its detailed provisions, in the manner intended. This policy was drawn up by the Trustees 
and Chief Executive. 
 
Pay increases dependent on performance, as well as the award of other discretionary payments, are 
entirely a matter for the Academy Trust. They are funded from the Trust’s overall budget, whether or 
not this includes an element of grant funding. The Trustees and Governors must decide, each year,  the 
sum of money available for discretionary salary payments. In these circumstances, the criteria set out 
in this policy for the use of the Trustees and Governors’ discretionary powers in relation to salary 
determination have necessarily tried to balance budgetary considerations and the need to recruit and 
retain staff with the need to act fairly. 
 
The pay policy will normally be reviewed annually and, in any event, where there may be a change in 
the statutory pay arrangements applicable to Academy teachers. 
 

ii. Timing of Pay Determinations and Written Notification 

 

In accordance with the requirements of the statutory STPCD, all teaching staff will receive a 
determination of salary: 
- annually with effect from 1st September (even if there is no change) and, in addition, 



 
 
 

 

- whenever a teacher takes up a new post on a date other than 1st September, 
- where a teacher becomes entitled to be paid on the upper pay range 
or, 

- at any other time a change is made to a teacher’s salary in circumstances provided for in the 
STPCD. 

A salary review will also be undertaken at other times, if necessary. This may, for example, be in 
relation to a change in the level of an allowance or payment awarded to a teacher, the expiry of a 
temporary allowance or payment or to rectify an error. 

 
Teachers will be notified of their salary determinations, in writing, as set out below. 
- Leadership Group members and those on the Pay Range for Leading Practitioners will 

be notified of the basis on which the salary has been determined and the criteria (including 
performance objectives where the teacher is not subject to the 2012 Appraisal Regulations) on 
which it will be reviewed in the future; 

- Qualified Classroom Teachers will be notified of their position within the Main or Upper Pay 
Range, as appropriate, together with details of the nature and value of any SEN allowance 
awarded and/or the annual value of any Teaching and Learning Responsibility (TLR) payment 
attached to the post. The nature of the significant responsibility for which the TLR was 
awarded will also be stated. Where a TLR3 is awarded, it will also be made clear that it is for a 
fixed period of time only and that safeguarding will not apply in any circumstances; 

− Unqualified Teachers will be notified of their position on the pay range for unqualified 
teachers, together with the value of, and reason for, any additional allowances awarded. 

 
All teachers will also be notified of the details where a payment or position is for a fixed term only, 
including the end date and/or circumstances which will bring it to an end (particularly if occurring 
earlier than the stated date) and will also be notified of any payments or other financial benefits to 
be awarded for recruitment and retention or other purposes. 

 
Where a teacher is in receipt of a safeguarded salary, this will be made clear. Safeguarding sums will 
be paid for a limited time only, in accordance with the statutory arrangements set out in the STPCD. 
 
All teachers have access to a copy of the Trust’s pay policy, together with the staffing structure, and 
are advised to familiarise themselves with these documents. 
 
 

iii. The Academy Trust’s Arrangements for Decision Making and Appeals 

 

All teachers, including the Chief Executive, Headteachers and Heads of School, are subject to the 
2012 Appraisal Regulations, except those on contracts of less than one term, those undergoing 
induction and those who are subject to capability procedures. All pay progression recommendations 
and decisions will, therefore, take account of whether or not a teacher is subject to these Regulations. 
 
The Trust has delegated pay decisions, within the framework laid down by the Pay Policy, to the 
Local Board of Governors for each school in the Trust. There is a separate policy for monitoring the 
work of staff in the Trust and how they are appraised. 
 
The Chief Executive’s own pay will be addressed by the Trustee’s Chief Executive Performance 
Review Group. This group is chaired by the Chair of the Board of Trustees and includes the Vice- 
Chair of the Board of Trustees plus one other Trustee. The Group takes external advice from a 
suitably qualified and experienced person. 

All teachers are entitled to seek a review of any decision made by the Headteacher/head of school 
or Academy Trust that affects their pay. 
 



 
 
 

 

The table below summarises the appeal structure 
 
 

Employee Initial Decision First appeal Final appeal 
All employees  oth 
members of the 
Executive Leadership T 

e Manager 
recommendation 
Headteacher/Head of 

Headteacher/head of S Chief Executive 

Headteachers/Heads o Chief Executive Chief executive Chair of Trustees 
Chief executive Chair of Trustees Chair of Trustees Chair of members 

The remainder of this procedure should be read with this framework in mind. The ‘decision of the 

‘Final Appeal’ body is final. 

An Appeal Committee appointed by the Academy Trust will deal with any appeal that may from time 

to time be submitted by a member of staff in relation to his/her salary. Any teacher seeking a review 

of a decision relating to his/her pay made by the Executive Headteacher and/or Pay 

Committee/Panel should refer to the: 
 
 ‘Procedure for Dealing with Appeals against Teachers’ Pay Decisions and Appraisal Statements’ 
attached at Appendix 1 to this document. 
 

The salary of every teacher will be reviewed annually with effect from 1st September, in accordance 
with the following timetable: 

• The annual pay reviews for teaching staff below the Headteacher will be carried out as soon as 
possible and normally no later than 31st October in the new academic year. 

• The annual pay review for the Executive Headteacher will normally be carried out by no later 
than the end of the Autumn Term, i.e. 31st December. 

Written salary statements will be issued as soon as possible and, in any event, not later than one month 
after a pay determination has been made. Any increase that may be agreed will be effective from 1 
September and backdated. Where staff join the school and their service is such that they have not 
completed a full year (for example a break in service) then the pay award takes effect from the relevant 
point (i.e. a teacher who joins in January will have any annual pay award with effect from January not 
from September). 
 
Salary reviews may take place at other times of the year to reflect any changes in circumstances or 
job description that affect the structure of the teacher’s pay. Any changes in salary will be from that 
point and the annual cycle for pay purposes begins at this new point. Applications to be paid on the 
Upper Pay Range will be dealt with under separate arrangements, as set out in Section 3 and 
Appendix 2 of this policy. 
 
 

The Academy Trust’s arrangements for the implementation and use of its discretionary powers are as 
set out below. 

(a) General The 2014 STPCD included changes to the determination of Leadership Group pay 
which should only be applied to individuals: 

- appointed to a Leadership post on or after 1st September; or 

2. THE LEADERSHIP GROUP 



 
 
 

 

- whose responsibilities have significantly changed on or after that date. 
 
In accordance with the arrangements introduced in 2014, the Academy Trust may also choose to 
review the pay of all their Leadership posts under the new arrangements if they determine that this is 
required to maintain consistency either with pay arrangements for new appointments to the 
Leadership group made on or after 1st September 2014, or with pay arrangements for a member or 
members of the Leadership group whose responsibilities significantly change on or after that date. In 
these circumstances, the Academy Trust reserves the right to review the pay of members of the 
Leadership group appointed prior to 1st September 2014, as allowed by the STPCD and set out above. 
The pay of Leadership members appointed prior to 1st September 2014 will otherwise continue under 
previous arrangements. 
 

(b) Leadership Group Pay Range Applicable 
 

POINT SALARY 
Minimum of Range L1 National Range Minimum applicable to Outer London Area (OLA) 
Local Reference Points L2 to L5 Local arrangement based on previous Leadership Spine differentials 
Local Reference Point L6 National Range Min. HT Group 1 
Local Reference Point L7 Local arrangement based on previous Leadership Spine differentials 
Local Reference Point L8 National Range Min. HT Group 2 
Local Reference Points L9 and L10 Local arrangement based on previous Leadership Spine differentials 
Local Reference Point L11 National Range Min. HT Group 3 



 
 
 

 

Local Reference Points L12 and L13 Local arrangement based on previous Leadership Spine differentials 
Local Reference Point L14 National Range Min. HT Group 4 
Local Reference Points L15 to L17 Local arrangement based on previous Leadership Spine differentials 
Local Reference Point L18a National Range Max. HT Group 1 
Local Reference Point L18b National Range Min. HT Group 5 
Local Reference Points L19 and L20 Local arrangement based on previous Leadership Spine differentials 
Local Reference Point L21a National Range Max. HT Group 2 
Local Reference Point 21b National Range Min. HT Group 6 
Local Reference Points L22 and L23 Local arrangement based on previous Leadership Spine differentials 
Local Reference Point L24a National Range Max. HT Group 3 
Local Reference Point L24b National Range Min. HT Group 7 
Local Reference Points L25 and L26 Local arrangement based on previous Leadership Spine differentials 
Local Reference Point L27a National Range Max. HT Group 4 
Local Reference Point L27b Local arrangement based on previous Leadership Spine differentials 
Local Reference Point L28 National Range Min. HT Group 8 
Local Reference Points L29 and L30 Local arrangement based on previous Leadership Spine differentials 
Local Reference Point L31a National Range Max. HT Group 5 
Local Reference Point L31b Local arrangement based on previous Leadership Spine differentials 
Local Reference Points L32 to L34 Local arrangement based on previous Leadership Spine differentials 
Local Reference Point L35a National Range Max. HT Group 6 
Local Reference Point L35b Local arrangement based on previous Leadership Spine differentials 
Local Reference Points L36 to L38 Local arrangement based on previous Leadership Spine differentials 
Local Reference Point L39a National Range Max. HT Group 7 
Local Reference Point L39b Local arrangement based on previous Leadership Spine differentials 
Local Reference Points L40 to L42 Local arrangement based on previous Leadership Spine differentials 
Maximum of Range L43 National Range Max. HT Group 8/ Max. of Leadership Range (OLA) 
 

Additional Note re Leadership Pay Range above: 
It should be noted that Points 18a, 21a, 24a, 27a, 31a, 35a, 39a and 43 on the Leadership Pay Range 
are the salary points for Headteachers at, or moving to, the top of each of the eight Headteacher group 
size ranges only. These apply unless the relevant body has chosen to exercise its discretion to pay a 
higher salary to the Headteacher in accordance with paragraph 9 of Section 2 of the STPCD. In other 
cases, as relevant, the ‘b’ version of those points (other than 43 where there is no ‘b’ version) should 
be utilised. The ‘b’ version would apply, for example, where the point falls within a Headteacher’s pay 
range, or where the point applies to a Deputy or Assistant Headteacher Pay Range. 
 
c) The Headteacher 
 

Headteacher Group Size – 
 
For the purposes of setting the Headteacher’s pay range, the Academy Trust will determine the group 
size, in accordance with the statutory formula set out in the STPCD. The Headteacher group size will 
be determined whenever it is proposed to appoint a new Headteacher, or at any other time it is 
considered to be appropriate or necessary. 
 
When a Headteacher is appointed permanently to be responsible and accountable for more than one 
Academy, the Academy Trust will base the determination of the Headteacher group on the total 
number of pupil units across all Academy’s to give a group size for the Federation. 
 
Setting the Headteacher Pay Range – 
 
The Academy Trust will determine the Headteacher pay range whenever it proposes to appoint a 
new Headteacher, if it is necessary to change the Headteacher group size or at any time it is considered 
necessary to reflect a significant change in the responsibilities of the post. 



 
 
 

 

 
When determining the Headteacher pay range, the Academy Trust will take into consideration: 

• All of the permanent responsibilities of the role 

• Any challenges that are specific to the role 
• All other relevant considerations, including in relation to recruitment and retention. 

Note also that, where the Headteacher and Academy Trust take on significant additional responsibility 
for extended services for which the Headteacher is directly accountable to the Local Authority or the 
Children’s Trust and is permanently appointed as Headteacher of this Academy, the Academy Trust 
may, at its discretion, take this into account when setting the pay range. However, where the 
Headteacher has an interest in the quality of a service that is co-located on the Academy’s site but is 
not responsible or accountable for that service, this is part of his/her core responsibilities and will not, 
therefore, be taken into account when setting the pay range. 
 
The Headteacher pay range will normally be determined within the overall range set out in the 
statutory STPCD, according to the Academy’s calculated Headteacher group size. The ranges are: 
 

PAY RANGES FOR HEADTEACHERS 
GROUP SIZE RANGES APPLICABLE 

1 L6 – L18a (equiv. to national min/max for Gr.1) 
2 L8 – L21a (equiv. to national min/max for Gr.2) 
3 L11 – L24a (equiv. to national min/max for Gr.3) 
4 L14 – L27a (equiv. to national min/max for Gr.4) 
5 L18b– L31a (equiv. to national min/max for Gr.5) 
6 L21b – L35a(equiv. to national min/max for Gr.6) 
7 L24b– L39a (equiv. to national min/max for Gr.7) 
8 L28– L43 (equiv. to national min/max for Gr.8) 

 
The pay range determined from within the relevant group size range above will consist of a minimum 
of 7 points. The Governors may decide to set a longer range if this is considered appropriate, taking 
account of all the circumstances at the time. 
 
In relation to new appointments, the Academy Trust will wish to consider the requirements of the 
post and the extent to which their preferred candidate meets those requirements. As a result, it may 
be decided to adjust the range and/or starting salary if this is considered appropriate taking account 
of the relevant circumstances. Starting salary will take into account all the prevailing circumstances 
and will also be linked to the background, knowledge, skills and abilities of the individual appointed to 
the post. In determining starting salary, the Academy Trust will ensure that there is appropriate scope 
within the range to allow performance related progression over time. 
 
In exceptional circumstances, the Headteacher’s pay range, may exceed the maximum of the range 
applicable to the relevant Headteacher group size above. This may be considered if the Academy  Trust 
determines that circumstances specific to the role, or candidate, warrant a higher than normal 
payment. However, the maximum of the Headteacher’s pay range (and any additional ‘Temporary 
Payments’ – see below) will not exceed the maximum of the range applicable to the Headteacher group 
size by more than 25% unless there are wholly exceptional circumstances, supported by a business 
case. (The arrangements for making a business case in these circumstances are as set out below). 
 
All decisions taken by the Academy Trust in relation to setting the Headteacher’s pay range, including 
the reasons, will be recorded in writing. 
 
Temporary Payments – 
 
The Academy Trust may determine that additional payments be made to the Headteacher for clearly 



 
 
 

 

temporary responsibilities or duties that are in addition to the post for which the salary has been 
determined. These reasons for making any such payment will not previously have been taken into 
account when determining the Headteacher’s pay range. 
 
The total sum of any temporary payments made to a Headteacher in any Academy year will not 
exceed 25% of the annual salary otherwise payable, and the total sum of salary and any other 
payments will not exceed 25% above the maximum of the range for the Headteacher group size. 
(This applies other than where a payment is in respect of relocation expenses relating solely to the 
personal circumstances of the Headteacher or in wholly exceptional circumstances, as referred to 
below). 
 
Exceeding the 25% Limit – 
 
The Academy Trust may determine that the total value of the Headteacher’s salary, including any 
temporary or other payments, will exceed the above limit only in wholly exceptional circumstances. 
In order to implement such a payment, the following steps will be taken: 

- If it is considered that there are exceptional circumstances to warrant a payment in excess of the 
normal maximum limit, the relevant Academy Trust Panel/Committee will make a business case for 
the payment to the full Academy Trust. 

- The Academy Trust will then seek external independent advice from an appropriate person or body 
that can consider the provisions of the STPCD and whether they have been properly applied to the 
Headteacher’s pay and subsequently advise the Academy Trust, before they decide whether it is 
justifiable to exceed the limit. 

- There will be a clear audit trail for any advice given to the Academy Trust and a full and accurate 
record of all decisions made by the Academy Trust and the reasoning behind them. 
 
All decisions taken by the Academy Trust in relation to determining additional payments to the 
Headteacher, including the reasons, will be recorded in writing. 
 

(c) Deputy and Assistant Headteachers 
 

Setting the Deputy and Assistant Headteacher Pay Ranges – 
 
The Academy Trust will determine the pay range(s) for any Deputy and Assistant Headteachers 
whenever it proposes to appoint a new Deputy or Assistant Headteacher or at any time it is considered 
necessary to reflect a significant change in responsibilities. 
 
When determining a Deputy or Assistant Headteacher pay range, the Academy Trust will take into 
consideration: 

• All of the permanent responsibilities of the role 
• Any challenges that are specific to the role 
• All other relevant considerations, including in relation to recruitment and retention. 

 
The pay range determined will consist of a minimum of 5 points. The Governors may decide to set a 
longer range if this is considered appropriate, taking account of all the circumstances at the time. 
 
In relation to new appointments, the Academy Trust will wish to consider the requirements of the 
post and the extent to which their preferred candidate meets those requirements. As a result, it may 
be decided to adjust the range and/or starting salary if this is considered appropriate taking account 
of the relevant circumstances. Starting salary will take into account all the prevailing circumstances 
and will also be linked to the background, knowledge, skills and abilities of the individual appointed to 
the post. In determining starting salary, the Academy Trust will ensure that there is appropriate scope 
within the range to allow performance related progression over time. 



 
 
 

 

 
The maximum of any Deputy or Assistant Headteacher pay range will not exceed the maximum of 
the Headteacher group size for the Academy. Any Deputy or Assistant Headteacher pay range set will 
not overlap with the Headteacher’s pay range, other than in exceptional circumstances. 
 
All decisions taken by the Academy Trust in relation to setting a Deputy or Assistant Headteacher pay 
range, including the reasons, will be recorded in writing. 
 
d) All Leadership Group Members – Pay Progression 
 
Statutory Requirements – 
 
In accordance with the statutory requirements of the STPCD, the Academy Trust will consider annually 
from 1st September whether or not to increase the salary of members of the Leadership group who 
have completed a year of employment** since the previous annual pay determination and, if so, to 
what salary within the relevant pay range. (**NB. The interpretation of a “year of employment” for this 
purpose is as set out in the STPCD, Section 2, Annex 2, Paragraph 7). 
 
The statutory STPCD requires that annual pay progression arrangements put in place by the Academy 
Trust, as set out below, are subject to the following: 

• the decision whether or not to award pay progression must be related to the individual’s performance, 
as assessed through the Academy or authority’s appraisal arrangements in accordance with the 2012 
Appraisal Regulations; 

• a recommendation on pay must be made in writing as part of the individual’s appraisal report, and the 
Academy Trust must have regard to this recommendation; 

• where the individual is not subject to the 2012 Regulations, in order to reach a decision whether or not 
to award pay progression the Academy Trust must seek to agree  objectives with the individual relating 
to Academy leadership and management and pupil progress and, in the absence of such agreement, 
must set such objectives, and must appraise the performance of the individual taking account of those 
objectives; 

• pay decisions must be clearly attributable to the performance of the individual; 
• sustained high quality of performance having regard to the results of the most recent appraisal carried 

out in accordance with the 2012 Regulations or the objectives agreed or set should give the individual an 
expectation of progression up the pay range; 

• where in accordance with the provisions of an earlier STPCD the Academy Trust has determined a pay 
range the maximum of which exceeds the highest salary payable under the 2014 Document it must 
continue to pay any salary determined by reference to that pay range until such time as it reassesses the 
pay range for its leadership posts under the provisions of the 2014 Document. 
In considering pay progression arrangements for members of the Leadership Group, the Governors will 
take full account of these requirements. 
 
Annual 1st September Pay Progression Arrangements - 
 
In respect of the Headteacher, and working with the appointed external adviser, as appropriate, the 
Academy Trust Pay Committee/Panel will agree or set objectives, appraise performance and determine 
pay in accordance with the requirements set out in the statutory STPCD and as referred to above. In 
respect of Deputy and/or Assistant Headteachers, as relevant, this will normally be carried out by the 
Headteacher or other Manager, as appropriate. 
 
For all Leadership Group members, a decision will be made annually, at the beginning of the appraisal 
period when the objectives are set, whether either one or two point(s) will become payable from the 
1st September following completion of the review at the end of the appraisal period (subject to the 
individual range set not being exceeded). If a point(s) is payable, it will be made clear what needs to 



 
 
 

 

be achieved in terms of performance for the award to be made. Accordingly, the Governors (in respect 
of the Headteacher) or the Headteacher, or other Manager (in respect of Deputy and Assistant 
Headteachers, as relevant) will, where appropriate, be provided with details of any point, or points 
that may be available for the purpose of making any pay recommendation. 
 
In addition to any objectives set, Leadership Group members will also need to show that they are 
highly competent in all aspects of the Teachers’ Standards, and meet the pay progression criteria 
below to progress on their respective Pay Ranges, if applicable. 
 
Pay Progression Criteria 
 
Those on the Leadership Group Pay Range play a critical role in the life of the Academy. To progress in 
accordance with this policy Headteachers, and other Leadership Group members, will be able to show 
that they are meeting SIX KEY AREAS set out below, as appropriate to their role. 

The Six Key Areas are: 
 

Key Area 1 - Shaping the Future 
The Leadership Group member is able to create a shared vision focused upon significant goals for 
improving learning, inspire stakeholders and plan effectively for the achievement of those goals. He or 
she: 

• Shows vision and conviction focused on improving learning 
• Understands and responds to the local and national context 
• Thinks, plans and acts strategically to achieve that vision 
• Involves and inspires stakeholders 

 
Key Area 2 - Leading Learning and Teaching 
The Leadership Group member is successful in raising the quality of learning, teaching and 
achievement through setting high expectations, monitoring and evaluating progress, establishing 
improvement strategies and addressing underachievement of learners. He or she: 

• Sets high expectations which focus on improvement of learning and teaching 
• Evaluates effectively, identifies actions and secures improvement 
• Works with others to raise levels of progress and achievement 
• Challenges and addresses underachievement of learners 

Key Area 3 - Developing Self and Working with Others 
The Leadership Group member is able to lead a collaborative learning culture by showing self- 
awareness, with a readiness to learn and help others learn. He or she: 

• Builds a collaborative learning culture within the Academy 
• Sets high expectations and gives clear feedback, identifying strengths and areas for improvement 
• Recognises and uses opportunities for learning and development, for self and others 
• Uses effective coaching and feedback skills 

 
Key Area 4 - Managing the Organisation 
The Leadership Group member manages effectively, uses resources efficiently, makes appropriate 
decisions and shows good judgement. He or she: 

• Takes and shares responsibility, creating an effective organisation 
• Shows good judgement, makes appropriate decisions and gets things done 
• Ensures strategic plans are implemented effectively 
• Manages resources efficiently 

 
Key Area 5 - Securing Accountability 
The Leadership Group member holds him or herself and others accountable for high standards of 
performance and behaviour and takes effective action for sustainable Academy improvement. He or 



 
 
 

 

she: 
• Makes clear own and staff accountabilities to secure high standards of performance and behaviour 
• Routinely analyses and evaluates Academy performance rigorously 
• Provides clear and on-going feedback to others, recognising good practice and addressing 

unacceptable levels of performance 
• Gives an accurate and comprehensible account of Academy performance to a range of stakeholders 

 
Key Area 6 - Strengthening Community 
The Leadership Group member engages effectively with the community, supporting individual pupils 
and families, reducing barriers to learning and securing improved outcomes for children and young 
people. He or she: 

• Creates and maintains effective partnerships with a range of stakeholders 
• Recognises and takes account of diversity 
• Contributes to community cohesion. 

In addition to the Six Key Areas referred to above, note: DfE advice on ‘National Standards of 
Excellence for Headteachers’ has been published for use by Headteachers, Governors and aspiring 
Headteachers. The advice is non-statutory but emphasises that the Standards may be used in a number 
of ways. For example, they can be used to inform the appraisal of Headteachers by serving as a 
background document to assist Governors, rather than as a set of Standards against which the 
Headteacher’s performance can be assessed in the appraisal process. They may be used to inform 
objective setting (but should not be used as ‘cut and paste’ objectives). Governors may use the 
standards in appraisal to frame a broad overview of leadership in the specific context of the Academy. 
In these circumstances, Governors may decide to use these Standards in addition to, or to support, the 
six key areas set out above. The DfE advice on the ‘National Standards of Excellence for Headteachers 
can be accessed via the following link: 
https://www.gov.uk/government/publications/national-standards-of-excellence-for-headteachers 
 

Further information, including sources of evidence, is contained within the Academy’s Appraisal  
Policy. In reaching a decision on the award of an increase, regard will be paid to the  teacher’s appraisal 
statement. 
 
Where a teacher has joined the Academy part way through the academic year, information from 
references and/or previous appraisal statements may be required in addition to the Academy’s own 
evidence of performance if it is otherwise insufficient to make an informed judgement. 

 

The Academy Trust’s arrangements for the implementation and use of its discretionary powers are as 
set out below. (a) below sets out general arrangements applicable to all teachers and (b) to (f) below 
set out the specific arrangements that apply to teachers on each of the Main and Upper Pay Ranges, 
Applications to be Paid on the Upper Pay Range, Leading Practitioners and Unqualified Teachers. 
 
a) General 
 

The Academy’s policy on appointment is to pay a teacher on the Main or Upper Pay Range, or an 
Unqualified Teacher, in accordance with his/her previous salary position as far as is possible in the 
circumstances. Determining the salary on appointment is delegated in full to the Executive 
Headteacher and is a condition of employment. The Executive Headteacher, on behalf of the 
Academy Trust, reserves the right to advertise and/or appoint to a post on a specific pay point or 
range instead of on the basis of the policy and arrangements set out below. (E.g., on the minimum 
of the Main Pay Range M1, or the minimum of the Main Pay Range M1 to local reference point M3, 

3. ALL TEACHERS BELOW THE LEADERSHIP GROUP 
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the Upper Pay Range only or the minimum of the Unqualified Teachers’ Pay Range UQ1). This may be 
because a particular level or type of background experience or knowledge is required and/or because 
of the nature of the role or position offered. It may also apply if an individual teacher would prefer to 
be appointed at a lower level of responsibility than that which would otherwise apply in his or her own 
case. Any decision by the Governors to recruit at a particular pay level will be made clear at the start 
of the process to enable an individual teacher to make his or her own informed decision about 
submitting an application or otherwise. 
 
Further pay progression - In accordance with the statutory requirements of the STPCD, the Academy 
Trust will consider annually from 1st September whether or not to increase the salary of teachers who 
have completed a year of employment** since the previous annual pay determination and, if so, to  
what salary within the main or upper pay range, as relevant. (**NB. The interpretation of a “year of 
employment” for this purpose is as set out in the STPCD, Section 2, Annex2, and Paragraph 7). 
 
It should be noted that the STPCD requires the Academy Trust to decide how pay progression will be 
determined, subject to the following: 

• The decision whether or not to award pay progression must be related to 
the teacher’s performance, as assessed through the Academy’s appraisal 
arrangements in accordance with the 2012 Appraisal Regulations; 

• A recommendation on pay must be made in writing as part of the 
teacher’s appraisal report, and in making their decision the Academy Trust 
must have regard to this recommendation; 

• Where a teacher is not subject to the 2012 Appraisal Regulations, the 
Academy Trust must determine through what process the teacher’s 
performance will be assessed and a pay recommendation made for the 
purposes of making its decision, except in the case of newly qualified 
teachers, in respect of whom the Academy Trust must do so by means of 
the statutory induction process set out in The Education (Induction 
Arrangements for Academy Teachers) (England) Regulations 2012, as 
amended; 

• Pay decisions must be clearly attributable to the performance of the 
teacher in question; 

• Continued good performance as defined by an individual Academy’s pay 
policy should give a classroom or unqualified teacher an expectation of 
progression to the top of their respective pay range; 

• A decision may be made not to award progression whether or not the 
teacher is subject to capability proceedings. 

 
b) Teachers on the Main Pay Range 
 

i. Pay Range Applicable 
 
The structure of the Main Pay Range to apply within the Academy is as follows: 

 

MAIN PAY RANGE APPLICABLE WITHIN THE ACADEMY 
POINT SALARY 
Minimum of Range M1 National Minimum applicable to Outer London Area 
Local Reference Point M2 Local arrangement based on previous main scale differentials 
Local Reference Point M3 Local arrangement based on previous main scale differentials 
Local Reference Point M4 Local arrangement based on previous main scale differentials 
Local Reference Point M5 Local arrangement based on previous main scale differentials 
Maximum of Range M6 National Maximum applicable to Outer London Area 



 
 
 

 

 
ii. Pay on Appointment 

 
Subject to the maximum of the Main Pay Range not being exceeded, points will normally be awarded, 
on a discretionary basis, to Newly Qualified Teachers and those without any previous service in the 
maintained sector or under the terms of the Academy Teachers’ Pay and Conditions Document 
arrangements on the following basis: 
 

• 1 point for every 5 years of work or activities outside teaching (‘one-for-five’ or 1:5) 
after the age of 18, or 1 point for every 2 years of work or activities (‘one-for-two’ or 
1:2) depending upon the relevance to his/her teaching. This will include any work or 
activities after the age of 18, apart from the normal period(s) of study during which the 
teacher’s degree and/or teaching qualifications were obtained. 

 
• Points will be awarded for work or activities outside teaching on the basis of complete 

years. However, if the total period of the work or activities exceeds a whole number by 
six months or more by 1 September in any one year, service will be rounded up to the 
next full year. (Subject to a maximum limit of the award up to 1 point in respect of any 
one year). 

 
• Points awarded for work or activities outside teaching, on the basis set out above, will 

be limited to a maximum of three. 
 

• 1 point for each year of any teaching background completed. (At the discretion of the 
Headteacher, a “year” for this purpose will normally be interpreted as set out for other 
statutory purposes in the STPCD, Section 2, Annex 2, Paragraph 7). 

• Where a teacher has worked at another school then previous service will normally be 
recognised. If a teacher joins the Trust mid-way through a performance cycle, if they have come 
from another school they will need to provide performance information. Otherwise, for 
appraisal purposes (and hence pay), any increases will be with effect from the date of 
appointment 

 
Teachers currently in service under the Academy Teachers’ Pay and Conditions Document 
arrangements will normally be paid in accordance with their current salary position (or as otherwise 
advertised. See (a) above ‘General’). However, in circumstances where the previous Academy’s pay 
range differs, salary may be paid on the nearest or next highest point on the Academy’s own range, if 
considered appropriate. An alternative could be to consider maintaining the teacher’s salary at its 
current level with a view to bringing it into line with the Academy’s range as soon as possible, where 
relevant. However, the specific arrangements will be at the discretion of the Headteacher, taking into 
account all the prevailing circumstances at the time. (See Appendix 3 for Examples of ‘Dealing with 
Salary Issues that may arise on Appointing Teachers from Other academies or Areas’). 
 
Where the appointment is to be effective from 1st September and a performance related pay increase 
would have been due for consideration, the Academy will consider the teacher’s pay in accordance 
with its own policy for performance-related pay increases, as appropriate (see below). The teacher will 
need to provide evidence of performance in the form of his or her appraisal report for the year leading 
up to the appointment. This will be taken into account in relation to consideration for an increase, 
alongside any relevant information provided in references. 
 
The award of a discretionary point, or points, in accordance with the Governors’ policy above will be 
considered, as appropriate, only where it can be confirmed that point(s) for other work or activities 
have not previously been awarded. 
 
Teachers returning after a break in service will normally be paid according to their last point, or salary 



 
 
 

 

position, payable (or as otherwise advertised. See (a) above ‘General’). However, in circumstances 
where the previous Academy’s pay range differed, the discretionary arrangements set out above in 
relation to teachers currently in service will apply, as appropriate. (Where a performance related 
increase would have been due for consideration at the time the break occurred, the principles set out 
above in relation to teachers currently in service and provision of evidence of performance will 
similarly apply). 
 
The award of a discretionary point, or points, in accordance with the Governors’ policy, will be awarded 
only where it can be confirmed that point(s) for other work or activities has not previously been 
awarded. An additional point, or points, for any work or activities gained during the break in service 
may also be considered if it accords with the Governors’ discretionary policy. 
 
In circumstances where the teacher was last paid on an old, previously existing pay scale, or where the 
previous points position is unknown, the starting salary will be determined according to the governors’ 
discretionary policy, as set out above (or as otherwise advertised. See (a) above ‘General’). 
 

iii. Annual 1st September Pay Progression 
 
The Academy’s six-point Main Pay Range consists of the national minimum and maximum points for 
Outer London and four intermediate reference points, as set out in the Pay Policy (see above). Teachers 
meeting the required criteria will normally move up the range, one point each year, effective from 1st 
September, until the maximum is reached. 
 
To achieve the annual one-point increase, a teacher will need to have made good progress towards 
his/her appraisal objectives and have shown that s/he is competent in all elements of the Teachers’ 
Standards. 
 
Each teacher’s career stage will be taken into account when consideration is given to the award of the 
next point on the range. Appraisal objectives will become more challenging as the teacher progresses 
up the main pay range. As appropriate, the Appraiser will be provided with details of the teacher’s 
position on the range. 
 
Judgments will be properly rooted in evidence. As a teacher moves up the main pay range, this 
evidence should show: 

• an increasing positive impact on pupil progress 
• an increasing impact on wider outcomes for pupils 
• improvements in specific elements of practice identified to the teacher, e.g. behaviour 

management or lesson planning 
• an increasing contribution to the work of the Academy 
• an increasing impact on the effectiveness of staff and colleagues 

 
Further information, including sources of evidence is contained in the Academy’s Appraisal Policy. Any 
increase will be clearly attributable to the performance of the teacher in question. In reaching a 
decision on the award of an increase, regard will be paid to the teacher’s appraisal statement. 
 
Newly Qualified Teachers (NQTs) completing an Induction Period will not have been subject to the 
2012 Appraisal Regulations during that time. Where a NQT is still progressing through his/her induction 
period at the time of the annual September pay review, the above arrangements for progression will 
be applied, as appropriate, taking into account information contained within his/her periodic 
assessments and any other supporting evidence. A NQT successfully completing his/her Induction 
period can expect to receive one additional point at the following annual September pay review 
(subject to the top of the pay range not being exceeded). 
 



 
 
 

 

Where any other teacher is not subject to the 2012 Appraisal Regulations, pay progression will be 
considered taking into account the above factors and all the prevailing circumstances at the time, as 
appropriate. 
 
Where a teacher has joined the Academy part way through the academic year, information from 
references and/or previous appraisal statements may be required in addition to the Academy’s own 
evidence of performance if it is otherwise insufficient to make an informed judgement. 
 
The Academy’s current policy is that no additional point(s) will be awarded to any teacher for 
exceptional performance. 
 
c) Teachers on the Upper Pay Range 
 

i. Pay Range Applicable 
 
The structure of the Upper Pay Range to apply within the Academy is as follows: 
 

UPPER PAY RANGE APPLICABLE WITHIN THE ACADEMY 
POINT SALARY 
Minimum of Range U1 National Minimum applicable to Outer London Area 
Local Reference Point U2 Local arrangement based on previous upper pay scale differentials 
Maximum of Range U3 National Maximum applicable to Outer London Area 

 
ii. Pay on Appointment 

 
Teachers currently in service under the Academy Teachers’ Pay and Conditions Document 
arrangements and paid on the upper pay range, or previous upper pay scale, or those returning after 
a break, will normally be paid in accordance with their current or last salary position (or as otherwise 
advertised. See (a) above ‘General’). However, in circumstances where the previous Academy’s pay 
range differs, salary may be paid on the nearest or next highest point on the Academy’s own range, if 
considered appropriate. An alternative could be to consider maintaining the teacher’s salary at its 
current level with a view to bringing it into line with the Academy’s range as soon as possible, where 
relevant. However, the specific arrangements will be at the discretion of the Headteacher, taking into 
account all the prevailing circumstances at the time. 
 
Where the appointment is to be effective from 1st September and a performance related pay increase 
would be due for consideration in accordance with the Academy’s own policy for performance-related 
pay increases (see below), the teacher will need to provide evidence of performance. This should be  
in the form of his or her two most recent appraisal reports in the period leading up to the appointment 
and any other relevant evidence to show that he or she meets the Academy’s own criteria. This will be 
taken into account in relation to consideration for an increase, alongside any relevant information 
provided in references. (As appropriate, this principle will apply similarly where a teacher is returning 
after a break and an increase would have been due for consideration at the time the break occurred). 
 
Where the teacher is returning after a break in service and the previous points position is unknown, 
placement on the upper pay range, or otherwise, will be at the discretion of the Headteacher. This may 
include submitting an application to be paid on the upper pay range in relevant circumstances. 
(Alternatively, the post may have been advertised at a specific level. See text in box below). 
 
The statutory STPCD refers to categories of teacher who must be paid on the upper pay range while 
remaining at the Academy. This includes, for example those who were previously members of the 
Leadership Group for a specified period. The STPCD also refers to categories of teacher who may be 
paid on the upper pay range at the Academy Trust’s discretion. Normally, the Academy Trust will pay 
such teachers on the upper pay range. Consideration will be given at the time whether to pay the 



 
 
 

 

teacher on, or above, the minimum of the range taking into account all the prevailing circumstances 
and arrangements set out elsewhere in this policy. Account will also be taken of any pay progression a 
teacher may have made in previous employment [outside of the framework of the STPCD] which was 
based on an assessment of standards and contribution comparable to the requirements for 
progression on the upper pay range in accordance with the Academy’s policy and arrangements. 
 
Once an appointment has been taken up, further progression [where applicable] will be as set out 
below. 
 

iii. Annual 1st September Pay Progression 
 
The Academy’s three-point Upper Pay Range consists of the national minimum and maximum points 
for Outer London and one intermediate reference point, as set out in the Pay Policy (see above). 
 
Teachers meeting the required criteria will normally move up the range, one point every two years, 
effective from the relevant 1st September, until the maximum is reached. Where appropriate, the 
Appraiser will be provided with details of whether or not the teacher may be eligible for a point in a 
particular year. The Academy Trust’s Appraisal policy is a relevant document to this policy. 
 
To progress on the upper pay range, it is the Academy Trust’s expectation that the following factors 
will be taken into account: 

• the evidence base, which should show that the teacher has had a successful appraisal and has 
made good progress towards objectives; 

• evidence that the teacher has maintained the criteria set out in the statutory STPCD and in the 
Academy’s Pay Policy - namely that the teacher is ‘highly competent’ in all elements of the 
relevant standards; and that the teacher’s achievements and contribution to an educational 
setting or settings are ‘substantial’ and ‘sustained’. The meaning of these criteria is set out 
below. 

 
‘highly competent’: the teacher’s performance is assessed as having excellent depth and breadth of 
knowledge, skill and understanding of the Teachers’ Standards in the particular  role s/he is fulfilling 
and the context in which s/he is working. 
 
‘substantial’: the teacher’s achievements and contribution to the Academy and/or another 
educational setting or settings (as relevant) are significant, not just in raising standards of teaching and 
learning in his/her own classroom, or with his/her own groups of children, but also in making a 
significant wider contribution to Academy improvement, which impacts on pupil progress and the 
effectiveness of staff and colleagues. 
 
‘sustained’: the teacher will normally have had two consecutive successful appraisal statements in this 
Academy/PRU and have made good progress towards his/her objectives during this period (see 
exceptions in particular circumstances as referred to below). S/he will have been expected to have 
shown his/her teaching expertise has grown over the relevant period and is consistently good to 
outstanding. 
 
Further information, including sources of evidence is contained within the Academy’s Appraisal Policy. 
Pay progression on the Upper Pay Range will be clearly attributable to the performance of the 
individual teacher. In reaching a decision on the award of an increase, regard will be paid to the 
teacher’s appraisal statement. 
 
Where a teacher is not subject to the 2012 Appraisal Regulations, pay progression will be considered 
taking into account the above factors and all the prevailing circumstances at the time, as appropriate. 
 



 
 
 

 

Where a teacher has joined the Academy part way through the two-year period, information from 
references and/or previous appraisal statements may be required in addition to the Academy’s own 
evidence of performance if it is otherwise insufficient to make an informed judgement. 
 
It is the Academy’s current policy that teachers will not be considered for progression earlier than 
every 2 years, other than in the most exceptional circumstances. This may apply (for example) where  
a teacher has successfully spent part or all of the 2-year period on a higher pay scale or where the 
Academy has come out of special measures during the 2-year period and it is considered that his or 
her individual contribution has been significant. 
 
d) Applications to be Paid on the Upper Pay Range 
 

In accordance with the statutory STPCD, a qualified teacher may apply to be paid on the upper pay 
range and will be successful if the following criteria are met: 

• the teacher is highly competent in all elements of the relevant standards*; and 
• the teacher’s achievements and contribution to an educational setting or settings** are 

substantial and sustained. 
 
(* “Relevant standards” means the Teachers’ Standards. **“Educational setting” is as defined in the STPCD, 
Section 2, Annex 2, Para. 1 or as otherwise determined by the Academy Trust to be relevant in the circumstances). 
 
It is for each individual Academy to interpret the statutory criteria set out in (a) and (b) above and to 
put in place arrangements for handling applications. In these circumstances, the Academy Trust’s 
specific criteria, timescales and the process for submitting and dealing with an ‘Application to be 
Paid on the Upper Pay Range’ are set out in Appendix 2. 
 
e) The Pay Range for Leading Practitioners 
 

i. Pay Range Applicable 
 
Where it is decided to appoint one or more teachers to the role, the structure of the Leading 
Practitioner Pay Range to apply within the Academy is as follows: 
 

LEADING PRACTITIONER PAY RANGE APPLICABLE WITHIN THE ACADEMY 
POINT SALARY 

Minimum of Range LP1 National Minimum applicable to Outer London Area 
Local Reference Point LP2 Local arrangement equal to local ref. point L2 on Leadership Range 

Continues with……… 
Local Reference Points LP3 to LP16 

inc. 
To ……………………………….. 

Local arrangement based on previous Leadership Spine differentials from L3 
to L16 

Local Reference Point LP17 Local arrangement equal to local ref. point L17 on Leadership Range 
Maximum of Range LP18 National Maximum applicable to Outer London Area (Equates to 

point L18b on Locally established Leadership Pay Range) 
 

ii. Setting the Individual Pay Range 
 
The Governors have discretion to establish a pay range for each post between the minimum and 
maximum of the range established nationally. 
 
In determining the length and position of one or more pay ranges, which may not be identical, the 
Governors will take account of the challenge and demands of the post(s) and be mindful of internal 
pay relativities. 
 
The primary purpose of the role of a teacher on the pay range for Leading Practitioners is to model and 
lead improvement of teaching skills. Specific Job Descriptions will be drawn up if and when it is decided 



 
 
 

 

to recruit. It is expected that any such positions will take a leadership role in developing, implementing 
and evaluating policies and practices that contribute to Academy improvement. This might include: 

 coaching, mentoring and induction of teachers, including trainees and NQTs; 
 disseminating materials and advising on practice, research and continuing professional development 

provision; 
 assessment and impact evaluation, including through demonstration lessons and classroom 

observation; and 
 helping teachers who are experiencing difficulties. 

The role may also require the teacher to undertake work in other academies or in relation to 
teachers from other academies. 
 

iii. Pay on Appointment 
 
On appointment, a decision will be made in relation to the placement of any newly appointed Leading 
Practitioner on the established range. Starting salary will take into account all the prevailing 
circumstances and will also be linked to the background, knowledge, skills and abilities of the individual 
appointed to the post. In determining starting salary, the Academy Trust will ensure that there is 
appropriate scope within the range to allow performance related progression over time. 
 

iv. Annual 1st September Pay Progression 
 
The Academy’s eighteen-point Pay Range for Leading Practitioners consists of the national minimum 
and maximum points for Outer London and sixteen intermediate reference points, as set out in the 
Pay Policy (see above). 
 
Teachers meeting the required criteria will normally move through the individual range established for 
the post, as determined by the Academy Trust, until the maximum is reached. Any increases will be 
effective from 1st September. 
 
A decision will be made annually, at the beginning of the appraisal period when the objectives are set, 
whether either one or two point(s) will become payable from the 1st September following completion 
of the review at the end of the appraisal period (subject to the individual range set for the post not 
being exceeded). Accordingly, the Headteacher, or other Manager will, where appropriate, be 
provided with details of any point, or points that may be available to him or her for the purpose of 
making any pay recommendation. 
 
To progress on the pay range, the evidence should show the Leading Practitioner: 

• has made good progress towards his/her objectives; 
• is an exemplar of teaching skills, which should impact significantly on pupil 

progress, within Academy and within the wider Academy community, if 
relevant; 

• has made a substantial impact on the effectiveness of staff and 
colleagues, including any specific elements of practice that have been 
highlighted as in need of improvement; 

• is highly competent in all aspects of the Teachers’ Standards; 
• has shown strong leadership in developing, implementing and evaluating 

policies and practice in their workplace that contribute to Academy 
improvement. 

 
“Substantial” and “Highly competent” are as defined under (c) above. 
 
Further information, including sources of evidence is contained within the Academy’s Appraisal Policy. 
Pay progression on the Pay Range for Leading Practitioners will be clearly attributable to the 



 
 
 

 

performance of the individual teacher. In reaching a decision on the award of an increase, regard will 
be paid to the teacher’s appraisal statement. 
 
Where a teacher is not subject to the 2012 Appraisal Regulations, pay progression will be considered 
taking into account the above factors and all the prevailing circumstances at the time, as appropriate. 
 
Where a teacher has joined the Academy part way through the academic year, information from 
references and/or previous appraisal statements may be required in addition to the Academy’s own 
evidence of performance if it is otherwise insufficient to make an informed judgement. 
It is the Academy’s policy that annual progression will be limited to a maximum of two points per 
annum (subject to the maximum of the individual range set for the post not being exceeded) as stated 
above. 
 
f) Unqualified Teachers 
 

i. Pay Range Applicable 
 

The structure of the Unqualified Teacher Pay Range to apply within the Academy is as follows: 
 

UNQUALIFIED TEACHER PAY RANGE APPLICABLE WITHIN THE ACADEMY 
POINT SALARY 
Minimum of Range UQ1 National Minimum applicable to Outer London Area 
Local Reference Point UQ2 Local arrangement based on previous unqualified scale differentials 
Local Reference Point UQ3 Local arrangement based on previous unqualified scale differentials 
Local Reference Point UQ4 Local arrangement based on previous unqualified scale differentials 
Local Reference Point UQ5 Local arrangement based on previous unqualified scale differentials 
Maximum of Range UQ6 National Maximum applicable to Outer London Area 

 
ii. Pay on Appointment All Unqualified Teachers - 

Subject to the maximum of the Unqualified Teacher Pay Range not being exceeded, points will 
normally be awarded, on a discretionary basis, to Teachers without any previous service in the 
maintained sector or under the terms of the Academy Teachers’ Pay and Conditions Document 
arrangements on the following basis – 
 
• 1 point for every 5 years of work or activities outside teaching (‘one-for-five’ or 1:5) after the 

age of 18, or 1 point for every 2 years of work or activities (‘one-for-two’ or 1:2) depending 
upon the relevance to his/her teaching. This will include any work or activities after the age of 
18, whether in paid employment or not. 

 
• Points will be awarded for work or activities outside teaching on the basis of complete years. 

However, if the total period of the work or activities exceeds a whole number by six months or 
more by 1 September in any one year, service will be rounded up to the next full year. (Subject 
to a maximum limit of the award up to 1 point in respect of any one year). 

 
• Points awarded for work or activities outside teaching, on the basis set out above, will be 

limited to a maximum of three. 
 
• 1 point for each year of any teaching background completed. (At the discretion of the 

Headteacher, a “year” for this purpose will normally be interpreted as set out for other 
statutory purposes in the STPCD, Section 2, Annex 2, Paragraph 7). 

 
Teachers currently in service under the Academy Teachers’ Pay and Conditions Document 
arrangements will normally be paid in accordance with their current salary position (or as otherwise 
advertised. See (a) above ‘General’). However, in circumstances where the previous Academy’s pay 



 
 
 

 

range differs, salary may be paid on the nearest or next highest point on the Academy’s own range, if 
considered appropriate. An alternative could be to consider maintaining the teacher’s salary at its 
current level with a view to bringing it into line with the Academy’s range as soon as possible, where 
relevant. However, the specific arrangements will be at the discretion of the Headteacher, taking into 
account all the prevailing circumstances at the time. (See Appendix 3 for Examples of ‘Dealing with 
Salary Issues that may arise on Appointing Teachers from Other academies or Areas’). 
 
Where the appointment is to be effective from 1st September and a performance related pay increase 
would have been due for consideration, the Academy will consider the teacher’s pay in accordance 
with its own policy for performance-related pay increases, as appropriate (see below). The teacher will 
need to provide evidence of performance in the form of his or her appraisal report for the year leading 
up to the appointment. This will be taken into account in relation to consideration for an increase, 
alongside any relevant information provided in references. 
 
The award of a discretionary point, or points, in accordance with the Governors’ policy above will be 
considered, as appropriate, only where it can be confirmed that point(s) for other work or activities 
have not previously been awarded. 
 
Teachers returning after a break in service will normally be paid according to their last point, or salary 
position, payable (or as otherwise advertised. See (a) above ‘General’). However, in circumstances 
where the previous Academy’s pay range differed, the discretionary arrangements set out above in 
relation to teachers currently in service will apply, as appropriate. 
 
The award of a discretionary point, or points, in accordance with the Governors’ policy, will be awarded 
only where it can be confirmed that point(s) for other work or activities have not previously been 
awarded. An additional point, or points, for any work or activities gained during the break in service 
may also be considered if it accords with the Governors’ discretionary policy. 
 
In circumstances where the teacher was last paid on an old, previously existing pay scale, or where the 
previous points position is unknown, the starting salary will be determined according to the governors’ 
discretionary policy, as set out above. 
 
Additional Allowance for Overseas Trained Teachers and those on employment-based routes to 
Teaching only - 
 

Exceptionally, Overseas Trained Teachers from outside the EEA/Switzerland who are not recognised 
as qualified teachers in England and Wales and those on employment-based Schemes working towards 
gaining QTS will receive an additional allowance to enhance their pay position on the Unqualified Scale. 
The allowance will be paid in recognition of the teacher’s particular qualifications and background 
and/or the fact that s/he is working towards gaining qualifications and a background that bring added 
value to his/her role. 
 
The allowance, known as the ‘Local Standard Rate’ (LSR) will be that applicable at the time of 
appointment. It will be paid as an addition to the teacher’s salary on the Unqualified Teachers’ Pay 
Range and will be updated in line with cost of living increases, where appropriate. 
 
Other Additional Allowances Payable in Exceptional Circumstances - 
 

TLR payments and Special Needs Allowances associated with the Main and Upper Pay Scales for 
Qualified Teachers do not apply to teachers on the pay scale for Unqualified Teachers. 
 
There is, however, discretion to pay an additional allowance where it is considered, in the context of 
the staffing structure and pay policy, that the teacher has taken on a sustained additional 
responsibility which is focused on teaching and learning and requires the exercise of a teacher’s 



 
 
 

 

professional judgement. 
 
In any such case, the Unqualified Teacher will be paid an additional allowance commensurate with the 
level of responsibility to be undertaken, and taking account of the value of teaching and learning 
responsibility payments paid to qualified teachers. 
 
There is also discretion to pay an additional allowance where it is considered that, in the context of  
the staffing structure and pay policy, the teacher has qualifications or a background of other work or 
activities which bring added value to the role s/he is undertaking. 
 
In these circumstances an allowance may, from time to time, be paid for particular special needs work 
where an unqualified teacher’s particular qualifications, background and/or expertise make this 
appropriate to the role. The amount of any allowance would take into account the value of any  Special 
Needs Allowance paid to Qualified Teachers). 
 
Unqualified Teachers Becoming Qualified – On obtaining qualified teacher status, an unqualified 
teacher at the Academy will transfer to the next highest point on the Main Pay Range above his/her 
basic salary as an unqualified teacher, or have an assessment carried out according to the governors’ 
discretionary policy, whichever is higher. 
 
 

iii. Annual 1st September Pay Progression 
 
The Academy’s six-point Unqualified Teacher Pay Range consists of the national minimum and 
maximum points for Outer London and four intermediate reference points, as set out in the Pay Policy 
(see above). 
 
Teachers meeting the required criteria will normally move up the range, one point each year, effective 
from 1st September, until the maximum is reached. 
 
To achieve the annual one point, increase a teacher will need to have made good progress towards 
his/her appraisal objectives and have shown that s/he is competent in all elements of the Teachers’ 
Standards. 
 
Judgments will be properly rooted in evidence. As unqualified teachers move up the range, this 
evidence should show: 

• an improvement in teaching skills 
• an increasing positive impact on pupil progress 
• an increasing impact on wider outcomes for pupils 
• improvements in specific elements of practice identified to the teacher 
• an increasing contribution to the work of the Academy 
• an increasing impact on the effectiveness of staff and colleagues 

Further Information, including sources of evidence, is contained within the Academy’s Appraisal 
Policy. Pay progression on the Unqualified Teacher Pay Range will be clearly attributable to the 
performance of the individual teacher. In reaching a decision on the award of an increase, regard will 
be paid to the teacher’s appraisal statement. 
 
Where a teacher is not subject to the 2012 Appraisal Regulations, pay progression will be considered 
taking into account the above factors and all the prevailing circumstances at the time, as appropriate. 
 
Where a teacher has joined the Academy part way through the academic year, information from 
references and/or previous appraisal statements may be required in addition to the Academy’s own 
evidence of performance if it is otherwise insufficient to make an informed judgement. 



 
 
 

 

 
The Academy’s current policy is that no additional point(s) will be awarded to any teacher for 
exceptional performance. 
 

 

The Academy Trust’s arrangements for the implementation and use of its discretionary powers are as 
set out below. It should be noted that, in accordance with the requirements of the statutory STPCD, 
TLR and SEN Allowances may only be awarded to teachers on the Main or Upper Pay Ranges. They do 
not apply to other categories of teacher. 
The broad criteria for the award of TLR payments is 
TLR criteria 
1c Leading and managing a large faculty or cohort of students. Significant 

responsibility for staff and student outcomes i.e. head of maths, English, science, 
humanities, head of upper phase etc., SENCo. Postholder has budget 
responsibility and appraises staff, and supervises the appraisal of others. 

1b Leading and managing a small faculty or cohort of students. Significant 
responsibility for staff and student outcomes i.e. head of PE, MFL etc. Postholder 
has budget responsibility and appraises staff and supervises the appraisal of 
others. 

1a Deputy to a large faculty - postholder appraises staff. 
Head of a larger department with significant responsibility for staff and student 
outcomes i.e. head of maths, English, science, humanities, head of upper phase etc., 
Postholder has budget responsibility and appraises staff. 

2c Head of a smaller department- notionally with one or two staff (i.e. business 
studies, food, textiles). Postholder in a large faculty i.e. head of physics. 
Postholder has budget, under guidance from head of faculty and appraises staff. 

2b Postholder in a large faculty or school wide responsibility- KS5 coordinator in 
English 

2a Small areas of responsibility to introduce a subject (we used this for Government 
and Politics in its first two years where there was one teacher and very small 
groups). Also used to ‘create’ roles if we wish to retain a teacher or stimulate a 
curriculum or pastoral area. 

3 One off or short term projects, House Leaders, Lead Teachers 
 
All TLR payments are determined at the point of appointment and this has been delegated in full to 
the Executive Headteacher. The scale of the TLR may be varied to take into account the scope of the 
role and the prevailing budgetary conditions. 
 

a) Teaching and Learning Responsibility (TLR) Payments – TLR1 and TLR2 
 

TLR1 and TLR2 payments will be awarded according to the criteria set out in the statutory STPCD. The 
Academy Trust will award any such payments within the minimum and maximum range specified in 
that document, at the levels agreed by the Academy Trust and in accordance with the Academy’s 
agreed staffing structure. 
 
All TLR payments will be linked to clearly defined job descriptions. Recruitment to any available TLR 
positions will take place in accordance with the Academy’s normal procedures. 
 
Where a payment is awarded for a fixed term, to cover a post in the staffing structure for reasons of 
secondment, maternity leave, sick leave or a vacancy pending permanent appointment the specific 

4. ADDITIONAL TLR PAYMENTS AND SEN 
 



 
 
 

 

arrangements, including the reason and period of the award, will be made clear. In accordance with 
the requirements of the STPCD a temporary award will not be made for any other reason. 
 
Where a TLR 1 or 2 is awarded to a part-time teacher it will be paid pro-rata at the same proportion 
as the teacher’s part-time contract. 
 
No teacher may hold more than one TLR1 or TLR2 payment concurrently. 
 

b) Teaching and Learning Responsibility (TLR) Payments – TLR3 
 

The Academy Trust may from time to time decide to award a fixed-term TLR3 payment, with an 
appropriate value within the limits allowed by the statutory STPCD, for clearly time-limited Academy 
improvement projects or one-off externally driven responsibilities. 
 
Appropriate recruitment arrangements will be put in place according to the circumstances and nature 
of the fixed-term task requirements. The specific arrangements, including the nature of the task and 
duties required, the level of payment applicable and the fixed-term duration of the award will be 
established and made clear at the outset. Payment will normally be made on a monthly basis for the 
duration of the fixed term. 
 
In relevant circumstances, a TLR3 payment may be awarded to a teacher already in receipt of a TLR1 
or TLR2 payment. 
 

c) Special Needs Allowances 
 

If applicable, a Special Needs Allowance will be awarded to teachers occupying posts which meet the 
mandatory criteria set out in the statutory STPCD. 
 
 
 

 
a) ACTING ALLOWANCES 

 

An acting allowance may be payable to a member of staff carrying out the duties of a post at a higher 
level. The pay committee will consider eligibility for an acting allowance in accordance with the 
relevant provisions of the STPCD. 
 
Any member of staff in receipt of an acting allowance will be subject to all the conditions of 
employment appropriate to the post to which s/he is temporarily being paid to fill. 
 
Note that, in the absence of the Headteacher, any Deputy Headteacher can be required to assume all 
the professional duties of the Headteacher as this forms part of a Deputy Headteacher’s professional 
responsibilities, as set out in the Academy Teachers’ Pay and Conditions Document. An Assistant 
Headteacher, or another teacher, can agree to do so, but cannot be required. 
 

b) RECRUITMENT AND RETENTION INCENTIVES AND BENEFITS 
 

The STPCD allows the Academy Trust to make payments or provide other financial assistance, 
support or benefits to a teacher, as an incentive for the recruitment of new teachers, or retention of 
existing teachers. This discretion may, therefore, be exercised from time to time. Where this is the 
case, the reasons and specific arrangements put in place will be made clear at the time. 

5. OTHER ALLOWANCES AND SALARY 
PROVISIONS 



 
 
 

 

 
As required by the statutory STPCD, the Academy Trust will conduct a regular formal review of any 
such awards made. Therefore, awards will only be given for a fixed time period and should not be 
viewed as regular or continuing payments or benefits. 
 
Written notification will be given to a teacher at the time of any award made, stating, in particular: 
− whether the award is for recruitment or retention; 
− the nature of the award (e.g. Time-limited allowance, cash sum, season ticket loan, salary 

advance for rental deposit, contribution towards relocation costs); 
− when/how it will be paid (as applicable); 
− unless it is a ‘one-off’ award, the start date and expected duration of the incentive; 
− the review date after which it may be withdrawn; and 
− the basis of any uplifts to be applied, if applicable. 
Any salary advance, or an incentive or loan requiring repayment will also require a written 
agreement relating to its terms. 
 
Note that Headteachers, Deputy Headteachers and Assistant Headteachers may not be awarded 
payments under this heading other than as reimbursement of reasonably incurred housing or 
relocation costs. All other recruitment and retention considerations in relation to a Headteacher, 
Deputy Headteacher or Assistant Headteacher must be taken into account when determining his/her 
pay range. 
 
(Note: Where a recruitment or retention incentive or benefit has been awarded to a Headteacher, 
Deputy Headteacher or Assistant Headteacher under a previous STPCD and the Academy’s pay policy 
then, subject to review, the relevant body may continue to make that payment at its pre-existing  value 
until such time as the respective pay range is determined under the pay arrangements set out in the 
current STPCD). 
 

c) SALARY SAFEGUARDING 
 

Safeguarding provisions are set out in the statutory STPCD and guidance, covering a number of 
circumstances in which a teacher may lose his/her post, or otherwise suffer a reduction in salary, 
through no fault of his/her own. This may, for example, be as a result of changes to the pay 
arrangements for Academy teachers. 
 
Safeguarding will only apply for one academic year. 
 
If the safeguarded sum(s) exceed £500 in total, the Executive Headteacher will review the teacher’s 
assigned duties and allocate such additional duties to the teacher as they reasonably consider are 
appropriate and commensurate with the sum(s) for as long as the teacher continues to be paid the 
safeguarded sum(s). If the teacher unreasonably refuses to carry out such additional duties, the 
Executive Headteacher will give the teacher at least one month’s notice that payment of the 
safeguarded sum(s) will cease. 
 

d) PARTICULAR SALARY AND WORKING TIME ARRANGEMENTS APPLICABLE TO TEACHERS 
EMPLOYED ON A PART-TIME BASIS 

 
A teacher employed in regular part-time service is eligible to receive salary, and any allowances 
applicable, on the same basis as a full time teacher. Salary and allowances are payable to a part time 
teacher according to a ‘pro-rata principle’. 
 
A part-time teacher, (including teachers on the Main and Upper Pay Ranges and Unqualified Teachers) 
must be available for work for the proportion of 1265 directed hours applicable to a full time teacher 



 
 
 

 

that corresponds with his/her part time salary. This proportion includes both timetabled teaching and 
other duties as may be specified by, and at the reasonable direction of, the Executive Headteacher. 
 
Although Leadership Group members and Leading Practitioners do not operate on a time-bound 
contract and are not subject to the ‘directed time’ provisions (195 days/1265 hours per annum) 
applicable to teachers on the Main and Upper Pay Ranges and Unqualified Teachers, the part-time 
salary calculation for these categories of teacher also includes payment for both timetabled teaching 
and other duties. Therefore, there is a requirement to be available for other duties as may  be specified 
by, and at the reasonable direction of, the Executive Headteacher. The Executive Headteacher will 
ensure that the workload of part-time members of the Leadership Group and Leading Practitioners is 
reasonable and that they are treated fairly in comparison with their full-time equivalents. 
 
 

e) ADDITIONAL WORKING TIME ARRANGEMENTS APPLICABLE TO BOTH FULL AND PART TIME 
TEACHERS 

 
The working time arrangements for all categories of teaching staff are laid down in the STPCD. It should 
be noted in particular that, in addition to references made to working time, all full and part- time 
teachers are required to work such reasonable hours as may be necessary to enable them to discharge 
effectively their professional duties. The amount of time, and times at which  such  additional duties 
are performed, are not specified by the employer. 
 

f) SUPPLY TEACHERS 
 
Supply teachers engaged by the Academy (not those deployed through an Agency) to carry out work 
on an “as and when required” basis, will be paid in accordance with the provisions of the STPCD and 
the Academy’s pay policy on a daily basis. Pay is calculated on the assumption that a full working year 
consists of 195 days, with periods of engagement for less than a day being calculated pro-rata. A 
teacher engaged throughout the Academy year working on every day cannot be paid more in 
remuneration than would have been paid had s/he been in regular employment throughout the same 
period. 
 
All pay progression for teachers paid under the STPCD must be based on performance. The 
arrangements set out under the relevant section of this policy will be applied to supply teachers 
engaged by the Academy, where the nature of the role and periods of work allows for a proper 
assessment of performance to be made. 

 
  



 
 
 

 

APPENDIX 1 
 
PROCEDURE FOR DEALING WITH APPEALS AGAINST TEACHERS’ PAY DECISIONS 
AND APPRAISAL STATEMENTS 
 

The procedure set out below will apply when a teacher receives a salary determination that s/he considers 
to be inaccurate or unjust and/or in circumstances where s/he has a concern about any of the entries on 
his/her appraisal statement. The steps in the procedure are as follows: 
 

1. Any teacher seeking a reconsideration of a pay decision should first seek to resolve the matter 
informally through discussion with the Executive Headteacher within 10 working days of 
notification of the decision. Where a teacher has a concern about any of the entries on his/her 
appraisal statement s/he should first seek to resolve the matter informally with the Appraiser (or 
Appraisers in the case of the Executive Headteacher) within 10 working days of receipt). 
 

2. Where it is not possible to resolve the matter informally and/or the teacher remains dissatisfied, 
s/he should write to the Executive Headteacher and/or performance Reviewer(s), as appropriate, 
setting out his/her concerns within 10 working days of notification of the decision, or outcome of 
the informal discussion, as appropriate. 
 

3. The Executive Headteacher, or Appraiser(s), will arrange a meeting, normally within 10 working 
days of receipt of the written grounds for questioning the pay decision, and/or entries on the 
appraisal statement, as appropriate, to consider the matter. 

 
The teacher has a right to be represented and/or accompanied by: 

- a local area or regional official of a Trade Union/Professional Association; 
-  a workplace Trade Union/Professional Association Representative, as long as s/he 

has been reasonably certified in writing by their union as having experience of, or 
having received training in, acting as an employee’s companion at grievance hearings. 
Certification may take the form of a card or letter; or 

- a work colleague. 
 
Following the meeting, the teacher will be informed in writing, normally within 5 working days, of the 
decision and his/her right to appeal. 
 
4. If the teacher wishes to appeal against the pay decision, and/or entries on his/her appraisal 

statement,  as appropriate, s/he should inform the Clerk to the Trustees in writing, within 10 
working days  of receipt of the written decision. For staff below the Executive Headteacher r, a 
copy should also be submitted to the Executive Headteacher. 
 
An appeal against the pay decision and/or appraisal statement, as appropriate, will be heard by a Panel 
of one or more members of the Academy Trust who have no personal interest, and have had no 
previous involvement, in the matter, normally within 20 working days of receipt of the written appeal 
notification. The intention is that appeals will normally be heard by a Panel of three 
governors/trustees unless there are not enough impartial governors. In any event, the Appeals Panel 
will consist of no fewer members than any first Panel. 
 
The teacher has a right to be accompanied at the meeting, as set out in 3. above. 
 
The decision of the appeal panel will be given in writing, normally within 5 working days and, where 
the appeal rejected, will include a note of the evidence considered and the reason(s) for the decision. 
The decision is final and may not be re-opened under staff grievance procedures. 
 
Note – In practice the above procedure will be interpreted and applied in a manner that is 
appropriate to the circumstances of the case and the needs of the parties involved. 



 
 
 

 

APPENDIX 2 
 

 

EDMONTON ACADEMY TRUST 
 
 
APPLICATION TO BE PAID ON THE UPPER PAY RANGE 
 
To be submitted during Period:     1st June to 31st October 2020  
Payment Date for Successful Applicants:    1

st September 2020 
 

GUIDANCE NOTES 
Applicants should read the notes below before completing EITHER Form A OR Form B 

attached. 
 

Form A must be completed by those applicant’s subject to the Education (Academy Teachers’ 
Appraisal) (England) Regulations 2012 (and any subsequent amendments) and submitting their 
two most recent Appraisal Statements under the Regulations. 
Form B must be completed by those applicants NOT subject to the Education (Academy Teachers’ 
Appraisal) (England) Regulations 2012 (and any subsequent amendments) during the two-year 
period preceding the date of their application and/or who are submitting written evidence in support 
of their application. 
 
Statutory arrangements state that a qualified teacher may apply to be paid on the upper pay 
range and will be successful if the Academy Trust is satisfied that the following criteria are met: 
a. the teacher is highly competent in all elements of the relevant standards*; and 
b. the teacher’s achievements and contribution to an educational setting or settings** 

are substantial and sustained. 
(* “Relevant standards” means the Teachers’ Standards. “Educational setting” is as defined in the 
STPCD, Section 2, Annex 2, Para. 1 or as otherwise determined by the Academy Trust to be relevant 
in the circumstances). 
 
In relation to the assessment of applications to be paid on the upper pay range, the Academy 
Trust of this Academy** expects the criteria in (a) and (b) above to be interpreted as follows: 
 

‘highly competent’: the teacher’s performance is assessed as having excellent depth and breadth 
of knowledge, skill and understanding of the Teachers’ Standards in the particular role s/he is 
fulfilling and the context in which s/he is working. 
‘substantial’: the teacher’s achievements and contribution to the Academy and/or another 
educational setting or settings (as relevant) are significant, not just in raising standards of 
teaching and learning in his/her own classroom, or with his/her own groups of children, but also in 
making a significant wider contribution to Academy improvement, which impacts on pupil 
progress and the effectiveness of staff and colleagues. ‘sustained’: the teacher will normally 
have had two consecutive successful appraisal statements in this Academy and have made good 
progress towards his/her objectives during this period (see exceptions in particular circumstances 
as referred to below). S/he will have been expected to have shown his/her teaching expertise has 
grown over the relevant period and is consistently good to outstanding. 

(**Where the words ‘Academy’ and ‘Academy Trust’ are used in this document, this should also be interpreted to 
mean ‘PRU’ and ‘PRU Management Committee’ or ‘Unit’ or ‘Service’ and ‘Local Authority’, as relevant to the 
teacher’s post). 
 



 
 
 

 

Submitting an Application, inc. Deadlines and Payment Dates for Successful 
Applicants: 
 
 Applications on the relevant form (see above) may be submitted at any time between 1st 

June and 31st October each year. (The deadline of 31st October is to allow for the 
teacher’s most recent appraisal statement to be available [where the appraisal 
arrangements apply]). One application only may be submitted each year during the 
period 1st June to 31st October. 

 
 The payment date for successful applicants will be 1st September during the 

submission period. For example, successful teachers submitting their applications 
during the period 1st June  to 31st October 2017 will be paid on the minimum of the upper 
pay range from 1st September 2017.Payment will be backdated following the assessment 
of applications after the deadline of 31st October. This will apply other than in a small 
number of exceptional cases (see below). 

 
 It is the normal expectation that a teacher will be paid on the maximum of the main 

pay range during the academic year leading up to the submission of his/her 
application. For example, teachers applying during the period 1st June to 31st October 
2017 must normally have been paid on the maximum of the main pay range during the 
academic year 2016/17 for payment to be effective from 1st September 2017. (In 
exceptional circumstances, an application may be considered prior to reaching the 
maximum of the main pay range if a teacher can provide sufficient supporting evidence to 
meet the criteria set out in the STPCD and the Academy’s policy). 

 

 The teacher must normally provide his or her two most recent appraisal reports with the 
application. If, in exceptional circumstances, these are not available (e.g. where the 
teacher has worked outside of the maintained sector and has not been subject to the 
statutory Appraisal arrangements for a sufficient period) written evidence showing that he 
or she meets the criteria for the two-year period immediately preceding the application 
must be provided as part of the application. Similarly, if only one appraisal statement is 
available, this must be supplemented by additional written evidence to ensure that it 
covers the two-year period. This applies other than in exceptional circumstances, as set 
out below. 

 
 Where the teacher has had a break in service and/or has been absent, for example, on 

maternity or sick leave, the written evidence produced may relate to the most recent two-
year period worked within the last five years. Written evidence provided may be from 
more than one Academy (or PRU, or Service in the case of unattached teachers) where 
the teacher has previously worked elsewhere during the relevant period. In exceptional 
circumstances, and at the discretion of the Headteacher, evidence covering a period of 
less than two years may be accepted. Evidence more than five years old cannot be 
accepted. 

 
 The application must be submitted by the stated deadline of 31st October to the Executive 

Headteacher, or other person designated by the Executive Headteacher to receive such 
applications. 

 
Following Submission of the Application: 
 Applications will be assessed as soon as possible after the receipt deadline of 31st 

October. 
 
 Where the Executive Headteacher is not the assessor, the application, evidence, 

assessment and recommendation will be passed to the Executive Headteacher for 
moderation. 

 
 The Executive Headteacher will make a final decision in the matter but will also inform 

the Staffing Committee of her decisions 
 



 
 
 

 

 The teacher will normally receive written notification of the outcome of the application 
within 30 working days of the deadline of 31st October. 

 
 If requested, oral feedback will be provided by the assessor. This will normally be within 

10 working days of the date of the request. 
 
 If the application has been unsuccessful, the written notification will include information 

relating to those areas where it was considered that the teacher’s performance did not 
meet the criteria. In these circumstances, the teacher will be given the right of appeal 
under the Academy’s “Procedure for Dealing with Appeals Against Teachers’ Pay 
Decisions and Appraisal Statements’, attached as Appendix 1 to the Pay Policy. 

 
 Following placement of successful applicants on the minimum of the upper pay range, 

further progression will be considered in accordance with the Academy’s policy on pay 
progression for upper pay range teachers. 

 
 
  



 
 
 

 

 

 

 
FORM A: 
 
Teacher Details: 
Surname: 
 
First Name(s): 
 
Teacher Reference Number (TRN): 
 
Have you been paid on the maximum of the main pay range during 
the academic year 2019/20? Yes No (Tick appropriate 
box) 
 
Please provide details below if you are submitting Appraisal Statements from 
another Academy/Local Authority 
 
Name and Address of 
Academy/LA 

Date(s) of Employment Name of Headteacher or 
Service manager 

   

Declaration by teacher 
 

I confirm that I have read the guidance notes relating to the submission of this application and 
understand the Academy Trust’s policy and arrangements for dealing with applications to be 
paid on the upper pay range. I attach my two most recent appraisal statements in accordance 
with the Academy Trust’s requirements. 
 
Signed: 
 
Name (BLOCK CAPS): 
 
Date: 
 
This application and attachments must be submitted to the Headteacher, or other person 
designated by the Headteacher to receive applications, by the stated deadline of 31st 

October. 

To be submitted during Period:   1st June to 31st October 2020 

Payment Date for Successful Applicants: 1st September 2020 

APPLICATION TO BE PAID ON THE UPPER PAY RANGE 



 
 
 

 

 
FORM B: Applicants NOT subject to the 2012 Appraisal 
Regulations during the two-year period preceding the date 
of their application and/or who are submitting written 
evidence in support of their application 
 
 
Teacher Details: 
 

Surname: 
 
First Name(s): 
 
Teacher Reference Number (TRN): 
 
Have you been paid on the maximum of the main pay range during 
the academic year 2019/20? Yes No (Tick appropriate 
box) 
 
Please provide details below if you are submitting Appraisal Statements from 
another Academy/Local Authority 
Name and Address of 
Academy/LA 

Date(s) of Employment Name of Headteacher or 
Service manager 

   

Declaration by teacher 
 

I confirm that I have read the guidance notes relating to the submission of this application and 
understand the Academy Trust’s policy and arrangements for dealing with applications to be 
paid on the upper pay range. My written evidence in support of this application is attached. 
 
Signed: 
 
Name (BLOCK CAPS): 
 
Date: 
This application form and any attachments must be submitted to the Headteacher, or other 
person designated by the Headteacher to receive applications, by the stated deadline of 31st 

October. 

APPLICATION TO BE PAID ON THE UPPER PAY 
 

To be submitted during Period:   1st June to 31st October 2020 

        



 
 
 

 

FORM B: Applicants NOT subject to the 2012 Appraisal Regulations during the two-year period 
preceding the date of their application and/or who are submitting written evidence in support of 
their application 
 

Prior to providing your evidence below, please note: 
 

 You will need to provide written evidence in support of each of the eight 
Teachers’ Standards, as requested below and overleaf; 
 

 Your written evidence will need to address the requirement that you are highly 
competent in all elements of the Standards; 
 

 Your written evidence in addressing each of the Standards will also need to 
show that your achievements and contribution to the Academy, PRU or 
Service, as appropriate (and/or your previous Academy(s)/PRU(s)/Service(s) 
where relevant) have been substantial and sustained over the relevant period 
of your application; 
 

 You may attach any additional information and/or evidence in support of your 
application if you consider that it would be helpful to do so; 
 

 If you cite specific examples of work in your evidence this must be available 
for inspection, if required by the assessor of your application. 



 
 
 

 

STANDARD 1 – A teacher must set high expectations which inspire, motivate and challenge 
pupils. 
(See Teachers’ Standards for full description). Please provide your evidence relating to Standard 1 
below. 
 

 
STANDARD 2 – A teacher must promote good progress and outcomes by pupils. (See 
Teachers’ Standards for full description). Please provide your evidence relating to Standard 2 
below. 
 

STANDARD 3 – A teacher must demonstrate good subject and curriculum knowledge. (See 
Teachers’ Standards for full description). Please provide your evidence relating to Standard 3 
below. 
 



 
 
 

 

STANDARD 4 – A teacher must plan and teach well-structured lessons. (See Teachers’ 
Standards for 
full description). Please provide your evidence relating to Standard 4 below. 
 

STANDARD 5 – A teacher must adapt teaching to respond to the strengths and needs of all 
pupils. 
(See Teachers’ Standards for full description). Please provide your evidence relating to Standard 5 
below. 
 

 
STANDARD 6 – A teacher must make accurate and productive use of assessment. (See 
Teachers’ Standards for full description). Please provide your evidence relating to Standard 6 
below. 
 

  



 
 
 

 

STANDARD 7 – A teacher must manage behaviour effectively to ensure a good and safe 
learning 
environment. (See  Teachers’  Standards  for full description). Please provide your evidence 
relating to Standard 7 below. 
 

 
STANDARD 8 – A teacher must fulfil wider professional responsibilities. (See Teachers’ 
Standards for full description). Please provide your evidence relating to Standard 8 below. 
 

 
Optional: Any Other Information. Please provide any other information here if you wish to 
do so. 
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