
 
 
 
 
 
 
 

Dear Governors 
 

Take notice that a meeting of The Bridge Local Governing Body meeting will be held  
On 19th July 2021 the meeting will be held in person at The Bridge commencing 5.30pm. 

 
 

 
Comments and questions relating to this Agenda should be emailed to cgentle@fbaok.co.uk 

 
AGENDA 

 
Invitees:  Toni Cox   Matt Dineen 

Anna Hawkins (Chair)  Fr Hingley 
Lisa Harvey    Julian Dutnall 

In attendance:   
                             
             Denise Broom (Director of Operations) 
             Maria Jackson (Head of P/D & W) 

David Turrell (Head of T/L) 
Chris Gentle (Clerk) 

            Thomas Mercer (Trust Finance Manager) 
Item  Timing Raised
1. WELCOME & APOLOGIES - to note and approve apologies for absence  AH 
2. TERMS OF REFERENCE:  AH 
3. DECLARATION OF PECUNIARY INTERESTS – Governors are invited to declare 

any interest in any item on the agenda for this meeting.  Members may still declare 
an interest in any item at any time prior to the consideration of the matter.  

1 min AH 

4. All Governors should ensure that if they are unable to attend a meeting but wish to 
comment or raise questions on any point of the Agenda, they should email any and 
all comments and questions to the Clerk cgentle@fbaok.co.uk by the date of the 
meeting.  The Chair of the LGB will ensure that any comments or questions 
submitted by the absent Governor will be raised during the appropriate agenda item.  

  

5. MINUTES OF THE PREVIOUS MEETING – to receive and confirm the Minutes of the 
meeting held 10th May (Draft copy attached) 
 
June meeting was cancelled  

2 mins AH 

6. MATTERS ARISING – to note matters arising from the above minutes 
 
There are no matters arising from last meeting  
 

2 mins AH 

7. FINANCE  
a. Budgetary Position (Attached) 
 

  
TM/DB 

8. PREMISES  
a. Premises Update (Verbal) 

 

15 mins  
TC/DB 

9. HUMAN RESOURCES 
a. Confidential update (Verbal) 
 

  
TC 
 

10. QUALITY OF EDUCATION 
a. Draft SDP 2021/2022 (Standing item) (Attached) 
b. RAG’d SDP 2020/2021 (Attached) 

 

15 mins TC/DT 

11. LEADERSHIP & MANAGEMENT 
a. Board Matters – LIFE monthly roundup (Verbal) 
b. Core Offer Feedback form for Governors (Attached)

  
JD 
JD/TC



12. PERSONAL DEVELOPMENT 
a.  

15 min MJ 

13. BEHAVIOUR & ATTITUDES 
a.  

15 mins TC 

14. ETHOS 
a.  

15 min FrH 

15. POLICIES – 
 

a) Bridge Policies for Approval by Governors 
 Careers Policy 
 Provider Access Policy 

 
b) Trust Policies for Information Only -  already approved  by the Board 
 LIFE – ICT Policy 
 LIFE – Appraisal Policy 
 LIFE – Eye Care Policy 
 LIFE – Redundancy Policy 

 

10 mins TC 

16. COMPLIMENTS AND CONCENS   
17. ANY OTHER BUSINESS 

 
 

 Governor Review Meetings – July 2021 
  
Reminder to Governors to complete and submit their skills audits and check their 
availability for dates in the Summer to complete ARM  
 
 
 

 

5 mins AH 

18. DATE OF FUTURE MEETINGS 2021
 

 Reminder LGB Meeting dates 2021/2022 –   
 

20/09/2021 Healthcheck Meeting 
08/11/2021 
 
24/01/2022 Healthcheck Meeting 
28/03/2022 
 
09/05/2022 Healthcheck meeting  
23/05/2022 
18/07/2022 
 

 AH 
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Dear Governors 
 

Take notice that a meeting of The Bridge Local Governing Body meeting was held  
On 10th May 2021 the meeting was held by ZOOM commencing 5.30pm. 

 
 

DRAFT MINUTES 
 

Invitees:  Toni Cox   Matt Dineen 
Anna Hawkins (Chair)  Fr Hingley 
Lisa Harvey    Julian Dutnall 

In attendance:   
                             
             Denise Broom (Director of Operations) 
             Maria Jackson (Head of P/D & W) 

David Turrell (Head of T/L) 
Chris Gentle (Clerk) 

            Thomas Mercer (Trust Finance Manager) 
Item  Rais

ed 
1. WELCOME & APOLOGIES - to note and approve apologies for absence 

The Chair welcomed everyone to the meeting 
Apologies were received from Mrs Harvey 
 
 

 

2. TERMS OF REFERENCE:  
3. DECLARATION OF PECUNIARY OR CONFLICTS OF INTERESTS/LOYALTY – Governors are invited 

to declare any interest in any item on the agenda for this meeting.  Members may still declare an interest 
in any item at any time prior to the consideration of the matter. 
 
The Chair noted the wording change in the above declaration 

 

4. All Governors should ensure that if they are unable to attend a meeting but wish to comment or raise 
questions on any point of the Agenda, they should email any and all comments and questions to the 
Clerk cgentle@fbaok.co.uk by the date of the meeting.  The Chair of the LGB will ensure that any 
comments or questions submitted by the absent Governor will be raised during the appropriate agenda 
item.  

 

5. MINUTES OF THE PREVIOUS MEETING – to receive and confirm the Minutes of the meeting held 29th 
March  2021 (Draft copy attached) 
 
There were no amendments to the minutes – 
 
The Chair confirmed that the minutes were declared to be a true record of the meeting held 29th 
March. A unanimous show of hands passed the minutes.  
 

 

6. MATTERS ARISING – to note matters arising from the above minutes 
 
Page 8 Item 12a – Premises Update Mrs Broom confirmed she would investigate the possibilities of extra 
road signage and advertise this more and possibly get Highways involved.  
 
Mrs Broom noted a new sign had been ordered   
 
Page 9 Item 15 – Curriculum Policy. Mrs Harvey tasked Mr Dineen with coming up with a suitable entry 
for the policy with reference to the Gatsby Careers advice.   
 
Mrs Cox confirmed that has been added and the policy put on the website 
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7. FINANCE  

a. Budgetary Position (Attached) 
 
Mr Mercer addressed Governors in regards to the Budget Position summary report – the following points 
were made 

 There had been a slight mix up whereby the proposed budget figures for 2021/2022 had been 
included in the pack for this meeting in error. 

 He confirmed that the updated budget summary was correct as at 31/3. The April report had been 
slightly delayed but would updated for next meeting in June. 

 Updated forecast showed reserves at 28k  
 There is one item TBC and that is the MUGA net, reserves will drop by that amount once it is 

confirmed 
 The position overall is still very strong 

 
Mr Mercer welcomed questions from Governors  
 
Mr Dutnall wished to clarify that there was only 1k difference between the Feb and Mar reserves? 
 
Mr Mercer confirmed this was correct and was mainly down to extra income vs some invoices which had 
not yet been paid. CCTV costs for instance @ 1200.00 
 
Mrs Cox commented this was positive considering the carry forward was 23k last time she noted that whilst 
we don’t want too much carry forward we need to keep some for emergencies. 
 
Mr Dineen commented that it was unwise to keep just the minimum in case there was a need for more 
help over the next few years. He noted that it would be helpful to see a list of anticipated spending and 
invoices that had come in at future LGB meetings if everyone was in agreement with that to make sure we 
meet the needs of the community  
 
Mrs Cox noted that we don’t always know what is expected in advance for example the Sacred Heart and 
Thurrock Council Fee income was only agreed a month before 
 
Mr Dutnall suggested that similar to the budget summary table on the last page, perhaps another set of 
figures could be added as “this might happen” table as well as the items we do know about 
 
Mr Mercer commented that it would be good to take a prudent view of all the figures including variables of 
what we know and once we are sure we can report with certainty as and when we are confident. This 
would be discussed regularly with Mrs Cox     
  

b. Complete Healthcheck (Attached) 
 

 
F1 - Viability - Rating Remaining Green 

Mr Dutnall addressed Governors noting we are happy to keep F1 GREEN –  
 
Mr Dineen noted in terms of the Pandemic, that he was aware that we could not submit claims to the LA 
for extra support for catch up but he asked if we had exhausted all other areas of possible funding – 
Havering Council/Charitable organisations ? 
 
Mrs Cox confirmed she had exhausted all avenues within Havering   
 
Mr Dineen noted a number of children from his school that could potentially be referred to The Bridge 
and noted that negotiations were being carried out with Havering to fund them.  
 
Mrs Cox explained that Havering have a definitive pot of money, if these children are SEN then those 
with an EHCP would not count as part of the SLA and that those children he referred might not be able 
to attend The Bridge if it doesn’t meet their needs. 
 
Mr Dineen suggested it might be time to review the SLA with the LA  
 
Mr Dutnall noted this could be discussed at the next meeting. There are discussions being held with the 
Borough about increased space  
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F2 - Probity - Rating Remaining Green 
 Kingston Smith reappointed as external auditors for 3 yrs  
 Internal audit report not yet received 
 Chair/Vice Chair meet termly with CEO/DBr/IG 
 All structures are in place to remain GREEN  

 
F3 - Knowledge, Understanding, Planning and Procedures - Rating Remaining Green 

 Mrs Cox noted most schools carry out benchmarking activities and most Academies benchmark 
themselves against other similar schools.if we benchmark ourselves against special schools it 
lends weight to the argument for the LA to provide enough money post COVID 

 Link to the Academies Financial Handbook added to Healthcheck   
 

8. PREMISES  
a. Premises Update (Verbal) 

Details included in the Healthcheck  
 

b. Complete Healthcheck (Attached) 
 

P1 - Health and Safety - Rating Remaining Green 
 

Mrs Broom made the following points 
 The Bridge has a different set of standards to that of other LA schools. The Bridge complies with 

the Education Regulations 2014 which has 8 standards. 
 Part 5 of those relates specifically to premises 
 When The Bridge moved from Albert Road it triggered a Compliance Ofsted inspection.  
 The inspector paid particular attention to section 5 the Health and Safety policy 
 He was very complimentary, he asked how we measure our compliance 
 Mrs Broom explained that we use the SMARTLOG system and we are currently 75% compliant   

 
Mrs Cox also noted that the JCQ inspector had also been in school to inspect the exam rooms – 
there were no issues and we passed the inspection  
  

P2 - Condition of Building and Equipment - Rating Remaining Green 
 

Mrs Broom explained that as we are in a brand new building there is not much to say on this section. We 
remain GREEN. 
Site walks carried out regularly and if any issues are raised they are dealt with immediately. 
We are still in the 12 months snagging period with REDS10 and any problems are logged online and 
they come back to us very quickly  
 
P2.2 – the MUGA was added as a separate contract and has added great vakue for the children and for 
standards compliance  
 
P2.5 – no H/S Audits have taken place recently due to COVID restrictions but now that they are being 
relaxed we will be able to arrange a visit from the H/S advisor from LA.   
 

P3 - Planning, Review & Staffing - Rating Remaining Green 
 

The Bridge has capacity for 50 students, this may need to be reviewed if demand increases. There may 
be a possibility of using the house adjacent to The Bridge building  
 
P3.2 – during lockdown DfE asked schools to provide more online learning, this was provided by using 
Google classroom  
 
P3.4 – The Bridge has a maintenance budget but no major spends are expected as we are in a new 
building.  
The building is also solely run on electric and is very energy efficient  
 
Catering is still provided by The Bridge in its own kitchen and the Hall used as dining area 
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P3.6 – The building is much easier to keep clean in the new build and we have retained the same 
cleaner. Ofsted noted on their inspection how clean the school was 
 
Mr Dutnall noted that we weren’t planning on going over 50 places 
Mrs Cox confirmed that we would have to apply to LA  for more places 
 
The Chair made a note that the wording of P3.5 could be misunderstood as it referred to catering being 
provided on the new FBA site cooking facilities – this could be made clearer that it is not on FBA site  
 
 

9. HUMAN RESOURCES 
a. Confidential update (Verbal) 

Details included in the Healthcheck  
 

b. Complete Healthcheck (Attached) 
The Chair led the presentation on the HR Healthcheck making the following points 
 

H1 – Staffing Sufficiency – Rating Remaining Green 
 Staff structure is fully sufficient  
 Deputy Head role successfully filled by Maria Jackson 
 Stone King SCR adopted by the Trust  
 Staff sickness is low and does not impact students as staff cross cover each other  

 
 

H2 – Legal, Disciplinary, Grievances or Capability issues – Rating Remaining Green 
 Staff survey carried out Sept 2020 and showed a happy collection of staff  
 H2.9 – The Bridge follows the Trust Recruitment policy and abides by the Equality Act 2010.  

 
H3 – Development – Rating Remaining Green 

 Staff training list attached  
 Staff are happy with their progression  
 Bearing in mind it’s a small school with small number of staff there is a lot of training being done. 
 Inset days are used for a variety of training such as safeguarding 
 The SDP is clear and staff know what is happening  and can see a clear strategy for the new 

year  
 Learning walks for Autumn term were interrupted due to COVID but will resume again now 

restrictions are being reduced 
 Staff continue to use Bluesky for performance monitoring 

 
Mr Dutnall asked about the training list noted on the agenda as an appendix  
 
Mrs Cox noted that the list was very long so it had not been added to each of the Healthchecks where it 
was mentioned so as not to lengthen the HC too much. A separate appendix makes the information 
clearer.   
 

 

10. QUALITY OF EDUCATION 
a. Complete Healthcheck (Attached)  

 
Mr Turrell addressed Governors in respect of the QE Healthcheck – the following points were made 
 

QE1 Curriculum Intent – Rating Remaining  Green 
 There’s not a huge difference from last time, in respect of Curriculum, there has been no change 

to the intent. The Curriculum Policy was approved at last meeting and is now on the website  
 CPD  is ongoing and since Christmas has been a blended programme of learning – some at 

school, some at home. The mornings mainly had face to face lessons with live online lessons in 
the afternoon using a range of tools/online learning  

 
 
 

QE2 – Implementation of the Curriculum – Rating Remaining Green 
 It is difficult to analyse trends with such a small cohort  
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 Last year CAG’s were in place and awarded according to students’ potential  but this year will be 

TAG’s (Teacher assessed grades) and awarded according to gathered evidence and grades 
must be based on evidence and performance 

 Yr 11 all on track no major concerns  
 After half term in May learning walks will resume as restrictions are reduced. From 17/5 masks 

are no longer compulsory 
 

QE3 – Impact of the Curriculum – Rating Remaining Green 
 
Mr Dineen asked if the policies will be shared with Governors 
 
Mr Turrell confirmed that the model framework being used would be shared  
 
Mr Dineen asked about the appeals process, how it would work. 
 
Mr Turrell explained that there were 2 possible routes for appeal a) admin error b) unfair academic 
process 
The school must provide evidence which will be adjudicated. The appeals process is clear and will be 
followed by both FBA and The Bridge. Staff from the Trust will support moderation and will be signed off 
by a 2nd person. 
If we get an external assurance visit they can see it’s clear and robust.5 student’s work will be looked at 
for Maths, English and 1 other subject. The centre policy is awaiting approval and was submitted 26/4 
 
Mr Dineen asked if the Bridge was exempt from a monitoring visit ? 
 
Mr Turrell noted it was not exempt and that visits could take at many exam centres but that our policy 
was clear 
 
Mr Dineen asked if there were any adverse implications to providing evidence, was this putting extra 
pressure on the students? 
 
Mrs Cox explained that during lockdown the school was not shut and Yr 11 all came in during that time 
and they did assessments and exams and were very happy to be in school. They were taken out of 
PE/Food to free up time for live learning 
 
Mr Dineen noted this was excellent thinking  
 
Mr Turrell noted there was a degree of flexibility. JCQ ask for specific pieces of work but if a student 
missed some work it would be possible to submit another piece 
 
Mrs Cox agreed and noted 2 students who had started late had some assessments from Yr 10 used. 
This proved better than using their baseline as attendance etc improved so their yr 10/11 assessments 
were used. 
  
 
 

11. LEADERSHIP & MANAGEMENT 
a. Board Matters – LIFE monthly roundup (Verbal) 

Mr Dutnall confirmed with Governors that they are all receiving the weekly update and welcomed any 
questions  
 

b. Trust 3 Year Strategic Plan (Attached)  
 
Mr Dutnall made the following points about the Trust Strategic plan 

 This is year 3 of the 3 year plan  
 We are leading a Trust wide approach to T/L – creating great learning communities  
 Working on Ethos – including internal promotion and development  
 Enrichment – 4 of our schools have been working with social workers from Anglia Ruskin  
 Effective structures are in place – 50k contribution from The Bridge reflects the maturing Trust  
 We have a robust digital strategy – consolidating IT services. Stella McCarthy and Tom Garet 

are working together on this issue across the Trust  
 Collaboration of rural primaries is developing well  

 



DRAFT  
 Aiming to create a regional and national presence and share across the school audience with for 

example the Healthchecks 
 
  

c. Feedback from Chairs & Vice Chairs meeting 5th May (Verbal) 
 

 Contemplation of a school 3 year plan similar to the Trust 3 year plan ? something to be 
considered  

 FBA like this idea and as a GOOD school want to be world class by 2025 
 The Bridge could also think about what it would do to be world class by 2025 

  
d. Complete Healthcheck (Attached) 

 
Mrs Cox addressed Governors in respect of the LM Healthcheck and noted the following points  
 

LM1 Strategic Leadership – Rating Remaining Green 
 PP is not officially a provision that students at The Bridge are able to access but there are extra 

resources available such as food vouchers and laptops 
 The schools aim is to get children back into mainstream school but none left this year 
 Governors training continues and Chair/Vice Chairs meet termly and feedback  

 
LM2 Educational Focus – Rating Remaining Green 

 Vision and ambition are very high aiming – and we have a lovely new school as well now 
 Students at home had good attendance at online learning  
 The Curriculum policy includes working on monitoring and having a robust tracking system 
 Staff training continued throughout Spring term 2021, developing middle leaders  
 Now we are fully back in school students will be re-baselined and assessed to identify any gaps 

in learning  
 
Mrs Cox noted the small cohort and the work being done by Klara who is an excellent SENDco and Mrs 
Jackson being successfully promoted to Deputy Head 
 
  

LM3 Safeguarding and Wellbeing – Rating Remaining Green 
 Good policies are in place, ie safeguarding which is an important part of The Bridge  
 Staff are provided with safeguarding training and supported well and agree their workload is 

manageable  
 A mini survey carried out about the New Building was very very positive – some students were 

nervous about the move but have settled in well 
 

e. Appendix – Staff Training log (Attached) 
12. PERSONAL DEVELOPMENT 

a. Complete Healthcheck (Attached) 
 
Mrs Jackson led the presentation for the PD Healthcheck  
 

PD1 – SMSC – Rating Remaining Green 
 Now we are all back in school the focus will be on SMSC across the curriculum 
 Evidence is logged on Gridmaker updated regularly by staff  
 Students sent letters to our sponsored child in Ethiopia sending her money forf her birthday 
 Yr 9 students took part in Global Empathy Week and are working on their entries for the Global 

Empathy Awards  
  Unique Me principles are embedded across the curriculum – 2 for spring term are Knowing Myself 

and Being Financially aware 
 These included initiatives such as wellbeing week in PSHE and following Money Matters course 

learning about saving/bank accounts/mortgages 
 

PD2 – Preparation for Adult Life – Rating Remaining Green 
 Inclusivity - During lockdown all students were provided with materials to continue the curriculum 

– online learning/ work packs  
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 We are getting lots of referrals and we welcome students of all ages. Some students do not feel 

included where they are currently and coming to The Bridge  allows them to be accepted and 
embraced 

 British values – explored by Yr 8 in depth and evidenced on Gridmaker 
 Next Steps – Yr 11 have finished their career prep and all those who applied have got college 

place offers. 1 student is deciding between 2  
 They are all ready for transition. There is some anxiety about moving on coming from a small 

school but we have been  working on Travel Training, doing a practice run  and have met with the 
SENDco from Havering  

 2 students have applied for online work experience through Speakers for Schools Portal. This will 
be very useful for their CV’s and as part of the Gatsby Benchmarks  

 
PD3 – Physical and Mental Health – Rating Remaining Green 

 The Curriculum treats each child as an individual building confidence and resilience  
 Social and emotional tracker is completed termly by staff students and parents  
 86% of students had increased scores since last term which is fantastic  
 Shows that from coming back to school interacting and learning was beneficial 
 RSE was not taught during lockdown due to the sensitive nature of the subject but will start 

again now for Yr 10 with consent from parents   
 Students enjoy the outside space and PE  
 Healthy lifestyles are taught in RSE  

 
Mr Dutnall mentioned that the formatting of the HC could benefit from upgrading each section blocks  
 

13. BEHAVIOUR & ATTITUDES 
 Complete Healthcheck (Attached) 

 
In the absence of Mrs Harvey Mrs Cox presented the Behaviour HC noting the following points 
 

B1 – Behaviour Systems – Rating Remaining Green 
 No changes to systems  
 Pastoral meetings continue  
 Following an incident at the end of spring term 1 student was removed from The Bridge and 

referred back to their on roll school. LA will place at another provision. The incident was logged 
and all necessary paperwork completed 

 We don’t do formal exclusions as our students are not on roll to us  
 Spring term rewards – number of students awarded with certificates for achievement across all 

subjects 
 Behaviour log reviewed regularly and all systems are understood    
 There are no incidents in lessons behaviour in class is excellent  
 Lesson walks will now resume  

 
B2 – Behaviour and Attitudes – Rating Remaining Green 

 The Bridge has a very calm atmosphere at any time of day  
 Students feel safe and staff have an open door policy 
 Weekly pastoral meetings take place to discuss each student and any changes in their behaviour 
 In spring term we talked about school rules and being respectful. Our students are always very 

respectful and take pride in their new school and feel very fortunate  
 School rules and conduct are displayed and students are very mindful of those  

 
B3 – Attendance and Punctuality – Rating Remaining Green 

 During lockdown 50% of students still came in and engagement in home learning was excellent  
 Of those in school attendance was at 78%  
 When all students were back on 8th March attendance remained about 77% 
 Letters were sent home reminding parents about  the importance of attendance and keeping the 

momentum going 
 1 student is coming in for 1-2 hours a day because of anxiety  
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B3.3 – attendance for disadvantaged students – many disadvantaged students stayed at home in 
lockdown. This was a concern but we made sure they attended the live zoom lessons. Laptops were 
provided and Mr Garet made sure files could be accessed. Parents would then return work to school  
Head of school made several home visits to anxious families discussing the importance of routines and 
sleeping patterns and getting students out in the fresh air and exercising  
 
Lateness has shown improvement – Mornings are always difficult for us, some  students not wanting to 
get out of the car etc however punctuality to lessons is never a problem  
 
 

14. ETHOS 
a. Complete Healthcheck (Attached) 

 
Father Hingley addressed Governors on the phone making the following points – 
 

E1 – Trust Cultures and Values – Rating Remaining Green 
 Our ethos mission is Building Great Communities 
 Identified in the Life Education Trust weekly newsletter  
 The Ethos Healthcheck has been updated and a new template used for Spring 2021 
 New questions ie E3.2 related to awe and wonder 
 We encourage families to be involved in education  

 
E2 – School Culture and Values – Rating Remaining Green 

 School does not have a separate staff room staff eat and socialise with the students encouraging 
a sense of community spirit 

 We continue to promote Trust values which is apparent around school with signage  
 Ethos is about believing and practicing  
 We communicate with parents on a regular basis 
 Governors meet with parents/carers  
 Promoting the school community as being  part of a family cannot be overemphasised  

   
E3 – Professionalism and Presentation – Rating Remaining Green 

 Promote the principles of Knowing Myself  
 Schools thought of the week focused on the symbol of hope and renewal which is what Easter 

is all about  
 Governors have a significant role to play in creating awe and wonder and this is important for 

school life  
 E3.3 – we encourage an ethical approach to school building good relationships  
 E3.4 – promoting Green issues and using products in the garden and recycling  
 E3.5 – needs some more work to meet this criteria as an independent school we are not obliged 

to follow Christian teachings but we could develop and deliver some collective worship  
 Across the curriculum SMSC development is embedded and logged on Gridmaker.  

 
Fr Hingley reiterated the ethos that “Beliefs are demonstrated in our behaviours”  

 

 

15. POLICIES – 
 
Bridge Policies for Approval by Governors -  None  
 
Trust Policies for Information Only -  already approved  by the Board 
 

 RSE Policy (Attached) 
The Chair confirmed this was a Trust policy and for information only  

 

 

16. COMPLIMENTS AND CONCENS  
 
Mrs Cox reminded Governors that the Ofsted inspector was very complimentary on the décor and furniture 
in school so it was not all about compliance.

 

17. ANY OTHER BUSINESS 
 

 Provisional LGB Meeting dates 2021/2022 – Mondays @ 5.30pm  
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20/09/2021 Healthcheck Meeting 
08/11/2021 
 
24/01/2022 Healthcheck Meeting 
28/03/2022 
 
09/05/2022 Healthcheck meeting  
06/06/2022 
18/07/2022 (optional) 
 
Dates were all agreed by Governors 
 

 Governor Training Sessions  
 
27th May – Topic Budget 
24th June – Topic Training and Development 
 

Links for the above training sessions will be sent out under separate advice.   
 
Start time of the training sessions had been moved to 6.00pm to allow for getting home from work 
to attend 
 
Mr Dutnall noted there were Power point versions of the training sessions and also work on the 
Governors portal on the website was ongoing  
 

 Ofsted inspection Letter – received 5/05/2021 
 

 
18. DATE OF FUTURE MEETINGS 2021 

 
7th June 2021 
19th July 2021 
 
There was a discussion over whether Governors felt that 7th June was too early for the next meeting and 
a suggestion was made to combine the June and July meeting. 
Further details would be communicated in due course 
 
Meeting ended 7.20pm  

 

 



Actual Budget Variance Actual Budget Variance Budget

10,856.53 (3,474.00) 14,330.53 2,417.76 (6,961.00) 9,378.76 (11,987.00)

ADMEXAM ‐ Examination fees

Expenditure ‐ ‐ ‐ (270.30) 1,500.00 1,770.30 1,500.00

    BDG4150 ‐ Examination Fees ‐ ‐ ‐ (270.30) 1,500.00 1,770.30 1,500.00

Total ‐ ‐ ‐ 270.30 (1,500.00) 1,770.30 (1,500.00)

ADMPOST ‐ Postage

Expenditure ‐ ‐ ‐ ‐ ‐ ‐ ‐

    BDG5115 ‐ Postage ‐ ‐ ‐ ‐ ‐ ‐ ‐

Total ‐ ‐ ‐ ‐ ‐ ‐ ‐

ADMPRINT ‐ Printing and Stationery

Expenditure ‐ ‐ ‐ ‐ ‐ ‐ ‐

    BDG4005 ‐ Books ‐ ‐ ‐ ‐ ‐ ‐ ‐

    BDG4010 ‐ Equipment (Not IT) ‐ ‐ ‐ ‐ ‐ ‐ ‐

Total ‐ ‐ ‐ ‐ ‐ ‐ ‐

ADMPROF ‐ Professional fees and services

Expenditure ‐ ‐ ‐ 10.20 ‐ (10.20) ‐

    BDG6030 ‐ Child Care Voucher Admin ‐ ‐ ‐ 10.20 ‐ (10.20) ‐

Total ‐ ‐ ‐ (10.20) ‐ (10.20) ‐

ADMPUB ‐ Publicity costs

Expenditure ‐ ‐ ‐ (79.96) ‐ 79.96 ‐

    BDG5110 ‐ Advertising ‐ ‐ ‐ (79.96) ‐ 79.96 ‐

Total ‐ ‐ ‐ 79.96 ‐ 79.96 ‐

ADMSTAFFDEV ‐ Staff development

Expenditure ‐ 136.00 136.00 ‐ 1,224.00 1,224.00 1,500.00

    BDG6000 ‐ Course Fees ‐ 136.00 136.00 ‐ 1,224.00 1,224.00 1,500.00

Total ‐ (136.00) 136.00 ‐ (1,224.00) 1,224.00 (1,500.00)

ADMTEL ‐ Telephones

Expenditure ‐ ‐ ‐ ‐ ‐ ‐ ‐

    BDG5100 ‐ Telephone Costs ‐ ‐ ‐ ‐ ‐ ‐ ‐

Total ‐ ‐ ‐ ‐ ‐ ‐ ‐

CURCURICT ‐ Curriculum supplies ICT

Income ‐ ‐ ‐ ‐ ‐ ‐ ‐

    BDG1000 ‐ Pre‐16 School Budget Share ‐ ‐ ‐ ‐ ‐ ‐ ‐

Expenditure 19.53 639.00 619.47 12,541.14 9,157.00 (3,384.14) 10,402.00

    BDG4015 ‐ IT Consumables ‐ Educational ‐ 639.00 639.00 12,463.02 9,157.00 (3,306.02) 10,402.00

    BDG4140 ‐ Subscriptions ‐ ‐ ‐ ‐ ‐ ‐ ‐

    BDG4155 ‐ IT Equipment ‐ Educational 19.53 ‐ (19.53) 78.12 ‐ (78.12) ‐

    BDG5115 ‐ Postage ‐ ‐ ‐ ‐ ‐ ‐ ‐

    BDG5135 ‐ IT Support Services ‐ ‐ ‐ ‐ ‐ ‐ ‐

Total (19.53) (639.00) 619.47 (12,541.14) (9,157.00) (3,384.14) (10,402.00)

CURRES ‐ General Resources

Expenditure 1,569.73 1,503.00 (66.73) 13,730.94 13,527.00 (203.94) 16,537.00

    BDG4010 ‐ Equipment (Not IT) 1,569.73 1,503.00 (66.73) 13,726.78 13,527.00 (199.78) 16,537.00

    BDG4015 ‐ IT Consumables ‐ Educational ‐ ‐ ‐ ‐ ‐ ‐ ‐

CURRENT PERIOD YEAR TO DATE ANNUAL

Variance

Ledger Income & Expenditure Summary 

Selection Criteria: 

Company(s) ‐ Standard Academy V6 ; Location(s) ‐ BDG ‐ The Bridge ; Ledger(s) ‐ As Selected ; Period ‐ 2020/21.09 ; Include Year End Period(s)  ‐  None

Budget ‐ REVISED BUDGET 2020‐2021 ;  Show Commitments  ‐ No ; Show Detail Lines ‐ Show

‐

‐

‐

‐

BDG Cost Centre Accounts 14,404.76

1,770.30

1,770.30

1,770.30

‐

‐

‐

79.96

79.96

79.96

(10.20)

(10.20)

(10.20)

‐

‐

‐

1,500.00

1,500.00

1,500.00

‐

(78.12)

‐

‐

(2,139.14)

‐

‐

(2,139.14)

(2,061.02)

2,806.06

2,810.22

‐

  

 (c) 
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Ledger Income & Expenditure Summary 

Selection Criteria: 

Company(s) ‐ Standard Academy V6 ; Location(s) ‐ BDG ‐ The Bridge ; Ledger(s) ‐ As Selected ; Period ‐ 2020/21.09 ; Include Year End Period(s)  ‐  None

Budget ‐ REVISED BUDGET 2020‐2021 ;  Show Commitments  ‐ No ; Show Detail Lines ‐ Show

    BDG4020 ‐ Stationery ‐ ‐ ‐ ‐ ‐ ‐ ‐

    BDG5115 ‐ Postage ‐ ‐ ‐ 4.16 ‐ (4.16) ‐

    BDG5145 ‐ General Office Costs ‐ ‐ ‐ ‐ ‐ ‐ ‐

Total (1,569.73) (1,503.00) (66.73) (13,730.94) (13,527.00) (203.94) (16,537.00)

INCCORE ‐ Core Income

Income 49,000.00 37,833.00 11,167.00 378,842.50 373,297.00 5,545.50 486,800.00

    BDG1080 ‐ Other Govt Grants: Excluding Capital 40,200.00 36,000.00 4,200.00 370,042.50 356,800.00 13,242.50 464,800.00

    BDG1085 ‐ Universal Free School Meals 8,800.00 1,833.00 6,967.00 8,800.00 16,497.00 (7,697.00) 22,000.00

Total 49,000.00 37,833.00 11,167.00 378,842.50 373,297.00 5,545.50 486,800.00

INCMISC ‐ Misc income

Income ‐ ‐ ‐ ‐ ‐ ‐ ‐

    BDG1155 ‐ Head Office Recharge Income ‐ ‐ ‐ ‐ ‐ ‐ ‐

Total ‐ ‐ ‐ ‐ ‐ ‐ ‐

OTHMATCO ‐ MAT contribution

Expenditure 6,647.00 6,646.00 (1.00) 56,071.00 56,066.00 (5.00) 76,000.00

    BDG5165 ‐ Head Office Recharge 6,647.00 6,646.00 (1.00) 56,071.00 56,066.00 (5.00) 76,000.00

Total (6,647.00) (6,646.00) (1.00) (56,071.00) (56,066.00) (5.00) (76,000.00)

PREEXTMAIN ‐ External Maintenance

Expenditure ‐ ‐ ‐ 425.00 1,100.00 675.00 1,100.00

    BDG3000 ‐ Building Projects/Maintenance ‐ ‐ ‐ 975.00 1,100.00 125.00 1,100.00

    BDG3005 ‐ Equipment Repairs & Maintenance ‐ ‐ ‐ (550.00) ‐ 550.00 ‐

Total ‐ ‐ ‐ (425.00) (1,100.00) 675.00 (1,100.00)

PREFURNEQU ‐ Furniture and Equipment

Expenditure ‐ 91.00 91.00 3,214.31 4,719.00 1,504.69 4,900.00

    BDG5115 ‐ Postage ‐ ‐ ‐ 30.00 ‐ (30.00) ‐

    BDG5200 ‐ Furniture/Equipment ‐ 91.00 91.00 3,184.31 4,719.00 1,534.69 4,900.00

Total ‐ (91.00) 91.00 (3,214.31) (4,719.00) 1,504.69 (4,900.00)

PREINTMAIN ‐ Internal Maintenance

Expenditure 605.00 91.00 (514.00) 4,380.64 4,029.00 (351.64) 4,210.00

    BDG3005 ‐ Equipment Repairs & Maintenance 605.00 91.00 (514.00) 4,380.64 4,029.00 (351.64) 4,210.00

Total (605.00) (91.00) (514.00) (4,380.64) (4,029.00) (351.64) (4,210.00)

SALADMIN ‐ Admin Salaries

Expenditure 7,755.91 7,660.00 (95.91) 69,281.32 68,585.00 (696.32) 91,571.00

    BDG2100 ‐ SLT ‐ Salaries/Allowances ‐ ‐ ‐ ‐ ‐ ‐ ‐

    BDG2105 ‐ SLT ‐ N.I. ‐ ‐ ‐ ‐ ‐ ‐ ‐

    BDG2630 ‐ Finance & Admin ‐ Salaries 6,879.99 6,572.00 (307.99) 59,966.55 58,818.00 (1,148.55) 78,537.00

    BDG2635 ‐ Finance & Admin ‐ NI 746.03 696.00 (50.03) 6,627.77 6,232.00 (395.77) 8,323.00

    BDG2640 ‐ Finance & Admin ‐ Supn 382.89 392.00 9.11 3,553.37 3,535.00 (18.37) 4,711.00

    BDG2645 ‐ Finance & Admin ‐ Overtime ‐ ‐ ‐ 145.63 ‐ (145.63) ‐

    BDG5165 ‐ Head Office Recharge (253.00) ‐ 253.00 (1,012.00) ‐ 1,012.00 ‐

Total (7,755.91) (7,660.00) (95.91) (69,281.32) (68,585.00) (696.32) (91,571.00)

SALCURRSUPP ‐ Curriculum Support Salaries

Expenditure 3,112.41 3,233.00 120.59 28,385.56 28,516.00 130.44 38,216.00

    BDG2200 ‐ Teaching Assistants ‐ Salaries 2,427.39 2,521.00 93.61 21,846.46 22,115.00 268.54 29,682.00

    BDG2205 ‐ Teaching Assistants ‐ NI 131.57 140.00 8.43 1,213.27 1,211.00 (2.27) 1,630.00

    BDG2210 ‐ Teaching Assistants ‐ Supn 553.45 572.00 18.55 5,184.54 5,190.00 5.46 6,904.00

    BDG2215 ‐ Teaching Assistants ‐ Overtime ‐ ‐ ‐ 141.29 ‐ (141.29) ‐

‐

(4.16)

‐

2,806.06

‐

‐

‐

(107,957.50)

(94,757.50)

(13,200.00)

(107,957.50)

675.00

125.00

550.00

19,929.00

19,929.00

19,929.00

1,715.69

1,685.69

(170.64)

675.00

1,685.69

(30.00)

‐

‐

18,570.45

1,695.23

1,157.63

(170.64)

(170.64)

22,289.68

9,830.44

7,835.54

416.73

1,719.46

(141.29)

(145.63)

1,012.00

22,289.68

  

 (c) 
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Ledger Income & Expenditure Summary 

Selection Criteria: 

Company(s) ‐ Standard Academy V6 ; Location(s) ‐ BDG ‐ The Bridge ; Ledger(s) ‐ As Selected ; Period ‐ 2020/21.09 ; Include Year End Period(s)  ‐  None

Budget ‐ REVISED BUDGET 2020‐2021 ;  Show Commitments  ‐ No ; Show Detail Lines ‐ Show

Total (3,112.41) (3,233.00) 120.59 (28,385.56) (28,516.00) 130.44 (38,216.00)

SALOTHSUPP ‐ Other agency staff costs

Expenditure 300.00 1,491.00 1,191.00 6,220.00 13,419.00 7,199.00 16,400.00

    BDG2800 ‐ Agency Supply Cover ‐ Teaching ‐ ‐ ‐ 1,195.00 ‐ (1,195.00) ‐

    BDG2805 ‐ Agency Supply Cover ‐ Support 300.00 1,491.00 1,191.00 5,025.00 13,419.00 8,394.00 16,400.00

Total (300.00) (1,491.00) 1,191.00 (6,220.00) (13,419.00) 7,199.00 (16,400.00)

SALTEACH ‐ Teachers Salaries

Expenditure 17,507.90 18,801.00 1,293.10 170,506.88 169,272.00 (1,234.88) 224,451.00

    BDG2000 ‐ Teachers ‐ Salaries/Allowances 13,124.56 13,188.00 63.44 118,138.80 118,692.00 553.20 158,260.00

    BDG2005 ‐ Teachers ‐ N.I. 1,356.90 1,351.00 (5.90) 12,269.92 12,222.00 (47.92) 16,274.00

    BDG2010 ‐ Teachers ‐ Supn 3,026.44 3,026.00 (0.44) 27,304.06 27,234.00 (70.06) 36,317.00

    BDG2015 ‐ Teachers ‐ Overtime ‐ ‐ ‐ 279.10 ‐ (279.10) ‐

    BDG2800 ‐ Agency Supply Cover ‐ Teaching ‐ 1,236.00 1,236.00 12,515.00 11,124.00 (1,391.00) 13,600.00

    BDG5165 ‐ Head Office Recharge ‐ ‐ ‐ ‐ ‐ ‐ ‐

Total (17,507.90) (18,801.00) 1,293.10 (170,506.88) (169,272.00) (1,234.88) (224,451.00)

SALTEASUPP ‐ Teachers Supply Costs

Expenditure 400.00 ‐ (400.00) 1,350.00 ‐ (1,350.00) ‐

    BDG2805 ‐ Agency Supply Cover ‐ Support 400.00 ‐ (400.00) 1,350.00 ‐ (1,350.00) ‐

Total (400.00) ‐ (400.00) (1,350.00) ‐ (1,350.00) ‐

SUPCLEAN ‐ Cleaning Costs

Expenditure 225.99 182.00 (43.99) 3,781.55 1,638.00 (2,143.55) 2,000.00

    BDG3110 ‐ Cleaning Materials 225.99 182.00 (43.99) 3,781.55 1,638.00 (2,143.55) 2,000.00

Total (225.99) (182.00) (43.99) (3,781.55) (1,638.00) (2,143.55) (2,000.00)

UTIELECT ‐ Electricity

Expenditure ‐ 500.00 500.00 2,493.43 4,500.00 2,006.57 6,000.00

    BDG3210 ‐ Electricity ‐ 500.00 500.00 2,493.43 4,500.00 2,006.57 6,000.00

Total ‐ (500.00) 500.00 (2,493.43) (4,500.00) 2,006.57 (6,000.00)

UTIGAS ‐ Gas

Expenditure ‐ 167.00 167.00 2,813.19 1,503.00 (1,310.19) 2,000.00

    BDG3205 ‐ Gas ‐ 167.00 167.00 2,813.19 1,503.00 (1,310.19) 2,000.00

Total ‐ (167.00) 167.00 (2,813.19) (1,503.00) (1,310.19) (2,000.00)

UTIRATES ‐ Rates

Expenditure ‐ 100.00 100.00 1,518.33 900.00 (618.33) 1,200.00

    BDG3250 ‐ Rates ‐ 100.00 100.00 1,518.33 900.00 (618.33) 1,200.00

Total ‐ (100.00) 100.00 (1,518.33) (900.00) (618.33) (1,200.00)

UTIWATER ‐ Water

Expenditure ‐ 67.00 67.00 51.51 603.00 551.49 800.00

    BDG3200 ‐ Water/Sewerage Charges ‐ 67.00 67.00 51.51 603.00 551.49 800.00

Total ‐ (67.00) 67.00 (51.51) (603.00) 551.49 (800.00)

10,856.53 (3,474.00) 14,330.53 2,417.76 (6,961.00) 9,378.76 (11,987.00)

11,375.00

10,180.00

53,944.12

9,830.44

10,180.00

(1,195.00)

‐

53,944.12

(1,350.00)

40,121.20

4,004.08

9,012.94

(279.10)

1,085.00

(1,781.55)

(1,781.55)

3,506.57

(1,350.00)

(1,350.00)

(1,781.55)

(813.19)

(813.19)

(318.33)

3,506.57

3,506.57

(813.19)

748.49

748.49

Total 14,404.76

(318.33)

(318.33)

748.49

  

 (c) 
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SPENT

Actual REVISED 
BUDGET 2020‐

2021

Variance Actual REVISED 
BUDGET 2020‐

2021

REVISED 
BUDGET 2020‐

2021

Forecast (%)

Income

A2 ‐ Other Govt Grants 49,000.00 37,833.00 11,167.00 378,842.50 373,297.00 486,800.00 492,345.50 77.82 %

A4 ‐ Other Income ‐ ‐ ‐ ‐ ‐ ‐ ‐ ‐
Total Income 49,000.00 37,833.00 11,167.00 378,842.50 373,297.00 486,800.00 492,345.50 77.82 %

Expenditure

Staffing Expenditure

B0 ‐ Teaching Staff 17,507.90 17,565.00 57.10 158,002.08 158,148.00 210,851.00 210,705.08 74.94 %

B1 ‐ Educational Support Staff 3,112.41 3,233.00 120.59 28,385.56 28,516.00 38,216.00 38,085.56 74.28 %

B3 ‐ Admin Staffing 8,008.91 7,660.00 (348.91) 70,293.32 68,585.00 91,571.00 93,279.32 76.76 %

B5 ‐ Agency Staff 700.00 2,727.00 2,027.00 20,085.00 24,543.00 30,000.00 25,542.00 66.95 %

B6 ‐ SLT Staff Costs ‐ ‐ ‐ ‐ ‐ ‐ ‐ ‐

Total Staffing Expenditure 29,329.22 31,185.00 1,855.78 276,765.96 279,792.00 370,638.00 367,611.96 74.67 %

C0 ‐ Maintenance of Premises 605.00 91.00 (514.00) 4,805.64 5,129.00 5,310.00 4,986.64 90.50 %

C1 ‐ Other Occupational Costs 225.99 1,016.00 790.01 10,658.01 9,144.00 12,000.00 13,514.01 88.82 %

D0 ‐ Educational Supplies and Services 1,589.26 2,142.00 552.74 25,997.62 24,184.00 28,439.00 30,252.62 91.42 %

E0 ‐ Other Supplies and Services 6,394.00 6,737.00 343.00 58,197.51 60,785.00 80,900.00 78,312.51 71.94 %

G0 ‐ Staff Development ‐ 136.00 136.00 ‐ 1,224.00 1,500.00 276.00 ‐

Total Other Expenditure 8,814.25 10,122.00 1,307.75 99,658.78 100,466.00 128,149.00 127,341.78 77.77 %

Total Expenditure 38,143.47 41,307.00 3,163.53 376,424.74 380,258.00 498,787.00 494,953.74 75.47 %

Surplus / (Deficit) excl. Capital 10,856.53 (3,474.00) 14,330.53 2,417.76 (6,961.00) (11,987.00) (2,608.24)

3,833.26

9,378.76

1,224.00

807.22

2,587.49

(1,813.62)

(1,514.01)

3,026.04

323.36

4,458.00

‐

(1,708.32)

130.44

145.92

5,545.50

5,545.50

‐

BDG ‐ The Bridge
CURRENT PERIOD YTD TOTALS FULL YEAR

Variance

Management Accounts Report



THE BRIDGE 
BUDGETARY SUMMARY 

 
MEETING DATE/TIME:  June 2021 
  
REPORT AUTHOR:   Mr T Mercer 
 

` 
1. Purpose of Report 
 
To provide an update on the budgetary position at 31st May 2021. 

2. Budgetary Summary 
 
The budget report shows the position @ 31st May 2021, with a surplus of £2,418 compared to a 
budgeted deficit for the year to date of £6,961 a favourable variance of £9,378. 
 
The following areas have contributed to the favourable variance: 
 
Income - £11,167 over budget (YTD £5,546 over) 
  
A2- Other Govt Grants under budget by £1,690 (YTD £8,188 under) 
Other government grants include: 

LBH funding that is in line with budget of £36k per month; additional £12,600 was received in 

May for additional in-year EHCP funding. 

Incomes for the 4 year 11 and SEN student funding agreed with London Borough of Havering 

have been received and are in line with the budget.  

The Bridge’s main income presents a YTD favourable variance due to extra EHCP funding 

received for additional in-year pupil entries. 

Expenditure - £3,164 under budget (YTD £3,833 under) 

 

B0 to B6- Staffing costs under budget by £1,856 (YTD £3,026 under) 
Teaching staff and Educational support staff are largely in line with budget. 

Admin staff are over budget by £1,708 as support staff pay award accrual was understated at 

the end of the year. Overtime and mileage claims are also included in this figure. 

Support staff agency staff are under budget £5,712 at the end of May by £4,458. Reduced 

services required / provided (counselling and PE) results in expected savings of approx. £4,125 

as a result. 

 

C0- Maintenance of Premises costs are £514 over budget (YTD £323 under) 

 

Maintenance includes both internal maintenance, external maintenance and maintenance of the 

grounds as well as alterations and improvements.  

 

This is largely in line with budget. It is expected that net covering will be installed over the 

MUGA – a quotation has been requested. 

 



THE BRIDGE 
BUDGETARY SUMMARY 

 
MEETING DATE/TIME:  June 2021 
  
REPORT AUTHOR:   Mr T Mercer 
 

C1- Other Occupational Costs are under budget by £790 (YTD £1,514 over) 

Other occupational costs include cleaning materials, refuse disposal and utilities and non-

domestic rates; £1,518 has been paid in rates, but this can be claimed back in rebates.  

 

Gas supplies represent previous usage at former location - Albert Road, currently no gas 

service required. 

 

The over spend on cleaning services represents the additional cost of cleaning due to the 

pandemic. The estimated additional costs of cleaning across the year is £4,500. 

 

D0- Educational Supplies and Services are under budget by £553 (YTD £1,814 over) 

Educational Supplies include curriculum supplies on books, equipment, stationery, exam fees 

and the costs of IT. 

 

Learning resources are over spent by £3,306, at the end of May, this includes new TV screens 

and touch screen monitors fitted as part of the new build. LGFL costs are also included in these 

costs. 

 

There is a potential £2,600 refund from LGFL for overcharged broadband services following 

transfer from Albert Road. 

 

E0- Other Supplies and Services are under budget by £343 (YTD £2,588 under) 

Other supplies and services include head office recharges and furniture and equipment. The 

furniture and equipment budget were increased by £3,900 due to agreed additional spend on 

the new building although this has no longer been required. 

 

G0- Staff development is under budget by £136 (YTD £1,244 under) 

There has been no spend to date against staff development. 
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REPORT AUTHOR:   Mr T Mercer 
 

 

Forecast reserves as at 31 August 2021 

 £ 

Opening reserves (audited) 1 September 20 114,832 

Income per revised budget 486,800 

Expenditure per revised budget** (498,787) 

Planned Deficit for the year (11,987) 

Closing reserves 31 August 21 102,845 

Commitments from reserves:  

Contribution to Bridge Build (37,000) 

Contribution to the MUGA (incl Astroturf) (38,350) 

Remaining reserves 27,495 

  

Changes to forecast following March review 

 £ 

Support staff pay increase – 19/20 (1,058) 

Late invoices for 2019/20 – EB (Agency Teacher) (2,380) 

Savings on agency over lockdown (est) 3,125 

Additional cleaning costs (4,500) 

Fee Income : Sacred Heart 4,200 

Fee Income : Thurrock Council 4,200 

CCTV Camera (1200) 

Installation of outside tap (200) 

1-2-1 additional tuition (1000) 

Net over MUGA (2,800) 

Net effect of change (1,613) 

  

Remaining reserves c/f 25,882 

 

**The revised budget expenditure includes agreed additional costs of £16,800 relating to the 

new building: 

- Astroturf for MUGA   £6k 

- Shed Base    £1k 

- Signage     £1.5k 

- Stencilling    £1k 

- Moving crates and bubble wrap £1k 

- IT     £3k 

- Furniture     £2k 

- Garden    £1k 



Life Education Trust 

The Bridge School Development Plan 2020/21 

At The Bridge, the objectives that we work towards are set within the framework of the Trust’s strategic priorities. 

In 202/21, our school improvement objectives are: 

 To create and implement an appropriate COVID Recovery Curriculum which will accelerate progress and support the emotional well‐being of all 

students. (Trust Priorities A & B) 

 To produce a bespoke curriculum tailored to the school’s cohort and meets the new Ofsted Requirements (Trust Priorities A & B) 

 To ensure the smooth transition to the new building for both students and staff (Trust Priority D) 

 To full embed the school’s six principles, to ensure all students are equipped to participate in the wider community Post 16 (Trust Priorities A & C) 

 

The achievement of those objectives should ensure that the school meets or exceeds the following targets for 2021: 

KS3  KS4  Whole School 

90% of students will achieve at least 2 sub levels  
(or equivalent) of progress from their baseline 
assessment 
 
75% of students will meet threshold for re‐
integration back to mainstream school. 
 

100% of Year 11’s will achieve a minimum of 2 
GCSE’s 
More able students will achieve 4+ GCSE’s 
90% of Year 11’s will secure a Post 16 Placement 
Final outcomes will exceed the national average 
for Alternative Provisions 
 

90% of students will increase attendance from 
their starting position 
The average attendance at The Bridge will be at 
least 85% 
90% of students will show a positive score of 75% 
on the SEPT (Social Emotional Profile Tracker) 
The new building will be fully operational by 
January 2021 

 

 

 

 

 

 



Objective  
In the short term: 
To Create an appropriate  Recovery Curriculum Post COVID 19 

Success Criteria: 

 School attendance will be 85+% within the first half term 
 Head of Assessment monitoring will show students have narrowed the gap by the end 

of the academic year 
 Students emotional wellbeing will have improved by the end of Term 1 
 Students will be ready to learn and engage in the new school curriculum 

 
Actions  Steps (including CPD) Named 

responsib
ility 

Timescale Impact 

(Outcomes) 

Monitoring  

(dates & method) 

Resources/ 
costs  

Subject Teachers will 
consolidate what pupils have 
learned during lockdown 

 
 
 
 

 

 Dedicated lessons to re-evaluate student’s data 
via baseline testing 
 

 Adapt school curriculum and lesson planning to 
take into account gaps in student knowledge 
 

 Create IEP for each student 
 

 One to one catch up lessons where necessary 

 

JY 

 

TC/JY 

JY/KS 

TC 

Aut Term 1 

Aut Term 1 

Aut Term 1 

Aut Term 1 

Aut Term1 

 

 

 Staff will have identified 
each student’s academic 
starting position  

 
 90% of students will make 

accelerated progress 
towards documented 
predicted grades and 
school targets pre COVID. 
 

 Limit the negative effect on 
projected academic 
progress for students who 
have failed to engage with 
home learning 

 

 Head of T/L to oversee 
revised assessment 
data 

 Head of School to liaise 
with all staff at weekly 
T/L Meetings 

 JY Head of Assessment 
to track student baseline 
testing  

 Staff feedback 
 

 
 
 
 
 
 
 
 
£1500.00 

 

 Identify Students’ 
emotional profile 

 

 All students to complete the SEPT upon their 
return 

 All parents to complete SEPT  
 

 Head of School will meet with all parents on one 
to one basis to discuss any concerns or issues 
following lockdown  

 

TC/MJ 

MJ 

 

TC 

 

TC 

 

Aut Term 1 

 

Aut Term 1 

 

 

Aut Term 1 

 

 A true reflection of students 
social and emotional 
wellbeing 
 

 Identify additional needs 
and concerns 

 
 Students will receive 

tailored support to help with 
their recovery 

 TC/MJ to collate SEPT 
information  
 
 

 Head of School to 
complete all meetings 
within first week.  

 Pastoral Meetings 
T/L Meetings 

 

 
 
 
 
 
 
 
 
£1500.00 



 

The school implemented a COVID Recovery Curriculum in September to help support students return; All Year 10 and 11 students re-sat their 
baseline tests across core subjects, which allowed the school to identify Year 10 and 11 students who had fallen behind and subsequently 
facilitated 1:1 catch up lessons. Students, parents and staff completed SEPT questionnaires and students who scored below 75% had approptate 
targets set and monitored by key worker. KS has completed an IEP for all students who were on roll from Sept 20. Student council consulted with 
students, specific enrichment topics identified as well as workshops, which will resume when appropriate to do so. 

 

 

 

 

 

 

 

 Implement appropriate support and 
signpost/refer to services for professional input if 
required. 

TC Aut Term 1 
 

 Students will be ready to 
engage and learn 

 Lesson Monitor Data 
will be recorded and 
monitored by LS & TC 

 Prioritise non-academic 
activities at the outset 

 

 

 

 Conduct student survey/consultation to gain buy 
in of activities 

 Implement activities linked to improving mental 
health and well being 

 Implement wellbeing and resilience building 
workshops as part of the recovery curriculum 

 
 

TC/MJ 
 
MJ 
 
MJ 
 

Aut Term 1 
 
Aut Term 1 
 
Aut Term1 

 Students will engage in 
85% of activities 

 SEPT will demonstrate at 
least 90% of students will  
feel more confident and less 
anxious  

 90% of students will meet a 
target attendance of 85% 

 Students will become more 
self-assured 

 90% Positive engagement 
scores in lessons 

 

 TC to ensure timetable 
of events is agreed 
produced with staff  

 Attendance Register for 
each activity 

 Lesson monitor 

 SEPT Analysis 
 Attendance Data 

 
 

 
 
 
 
 
£2500.0 



 

 

 



Objective  
 
To Create a bespoke and engaging curriculum that meets the needs of the 
cohort. 
 

Success Criteria: 

 Improved attendance and engagement across the whole curriculum 
 Head of T/L monitoring will show implementation of new curriculum 
  Curriculum Policy will meet the new Ofsted requirements 
 CPD records will demonstrate staff engagement in training to deliver the curriculum 
 100% of KS4 Students will achieve minimum of 2 GCSE’s or equivalent  
 KS3 Students will achieve minimum of 2 sub levels of progress across academic year 
 Year 11 outcomes will be above the AP National Average 

 
Actions  Steps (including CPD) Named 

responsib
ility 

Timescale Impact 

(Outcomes) 

Monitoring  

(dates & method) 

Resources/ 
costs  

 

Design a Curriculum that will 
develop students’ knowledge, 
cultural capital and support 
their emotional wellbeing  

 Head of School to explore the curriculum offer of 
outstanding SEMH Schools 
 

 Head of School to work collaboratively with Head 
of T/L to create a new Curriculum Policy 
 

 Staff to create individual subject overviews 
 

 Publish new curriculum offer via school website 
 

 Extend the Enrichment Offer 
 

 Ensure full coverage of statutory RSE 
requirements 

TC/DT 

 

All Staff 

All staff 

DT/TG 

TC 

 

MJ 

Aut Term 1 

Aut Term 1 

Aut Term  

Oct 2020 

Aut Term  

 

Aut Term 

 Improve upon current 
Ofsted rating 
 

 Increased engagement 
across the curriculum 
 

 Students will record 75%+ 
positive score on their 
SEPT  
 

 Increase in student 
numbers and potential 
revenue from other sources 
such as SEN Havering. 

 
 

 
 

 

 TC to review SEMH 
schools with 
Outstanding Ofsted and 
report to DT 

  TC to meet with DT 
Sept half term 

 Staff to feedback to 
Head of School 

 SMSC Grid maker 
 

 

Implement a CPD 
Programme which addresses 
the needs identified by staff 
 

 

 Identify relevant training to support delivery of 
new curriculum 

 Specialist training to support staff with the 
schools’ vulnerable cohort 
 

 Staff to be allocated time to undertake CPD 
 

DT/TC 

All Staff 

 

All Staff 

 

Aut Term 1 

On-going 

 

All Year 

 

 100% of staff will have 
greater confidence in 
delivery of new curriculum 

 100% of staff will feel 
empowered to emotionally 
support students 
 

 Register of all CPD 
 

 Lesson Walks 
 Record of meetings 
 Work Scrutiny across all 

subjects 
 Staff Feedback 

£2000.00 



 

 

 

 

 

 

 Regular Teaching and Learning Meetings to 
share good practice. 

DT/TC On going 
 High quality teaching to 

ensure there is 
differentiation to 
accommodate students’ 
varied academic levels 
Staff will agree the school 
supports professional 
development 

 Leeson Observations 

Convey the schools clear and 
concise curriculum Policy to 
stakeholders 

 

 

 Curriculum plan to be incorporated in the school 
planner 

 Promote the school curriculum at student 
induction days 

 Publish the new curriculum via the school 
website 

 

DT/TC 
 

Sept 20 
 
On-going 
 
Aut Term 1 

 Students and Parents will 
be aware of the schools’ 
expectations 
 

 Stakeholders and students 
will have greater 
understanding of the 
curriculum offer 

 

 DT/TC to agree 
Curriculum Policy 
 

 School Presentations  
 Stakeholder feedback 
 Student feedback 

£500.00 



Sourcing a link with another SEMH school is still in working progress. TC has explored a number of SEMH school websites investigating their 
various curriculum offers. TC has meet fortnightly with DT to discuss curriculum and collaborating with another SEMH Secondary School. There is 
now a new Curriculum Policy on the school website. Subject overviews are available and on the school website, giving greater clarity to the 
school’s offer. MJ has been teaching to the new RSE requirements in PSHE. The school has started a number of enrichment initiatives following 
consultation with the School Council. These initiatives have helped student to re-build their peer relationships following lockdown. However, some 
of the activities were cancelled due to the pandemic. Due to lockdown and COVID restrictions, the school cancelled all staff training sessions, 
especially those directly related to mental health and wellbeing. However, staff have adapted and attended a number of specific CPD sessions on 
line. Only one student workshop went ahead in the autumn, these will be re-visited once COVID restrictions are lifted and the school’s Risk 
Assessment allows. The reduction in school workshops could have an impact on student’s SEPT scores, as there are directly targeted at areas of 
need such as; resilience building, overcoming anxiety and mindfulness.  The school continued to operate T/L meetings every week, some staff 
attended FBA Tuesday Training. KS facilitated presentations on all areas of SEN requirements relating to the school’s cohort. Staff training 
included the introduction of the school’s latest teaching resource – Clickview and teaching virtually. 

 

 

 

 
 

 



Objective  
To ensure the smooth and successful transition of staff and student to the 
new build 
 

Success Criteria: 

 Build will be fully functional and operating by Jan 2021 
 The ambience of the new build will reflect our mission statement of Hope and a  Future 
 Student attendance will remain consistent and meet the school attendance target of 

85%+ 
 95% of all students and stakeholders will voice positive feedback  

 
Actions  Steps (including CPD) Named 

responsib
ility 

Timescale Impact 

(Outcomes) 

Monitoring  

(dates & method) 

Resources/ 
costs  

 
Ensure the new build will 
meet September deadline for 
January opening 

 Monitor progress of all stages of the new build 
 

 Regular meetings will be held with the steering 
group to ensure timelines are being met 

 
 Respond to all queries swiftly to avoid any delays 

TC/DB 

TC 

TC 

Aut Term 

Aut Term 

Aut Term 

 New build will be ready and 
fit for purpose by Aut  1 
 

 All internal requirements will 
be met and completed as 
per the specifications. 

 Site visits 

 Up-Date from Reach 2 
 Scrutiny of the schedule  

of works timeline 

 

 
To communicate the 
development of each stage of 
the new build to staff, 
students and stakeholders 

 

 

 

 

 

 Updates at weekly staff meetings 
 

 Dedicated student assemblies 
 

 Create new build display board and time line of 
events 
 

 Organise site visits where possible 
 

 Up-date Governors at LGB Meetings 
 

 Announce the new build and provide regular 
updates to parents 
 

 New build link on school website 

TC 

TC/MJ 

 

TC 

 

TC 

 

TC/TG 

Aut Term 1 

Aut Term 1 

 

Aut Term 1 

 

Aut Term 1 

 

Aut term 1 

 

 100% of Staff will feel 
positive towards the 
transition to the new build. 
 

 School Attendance target 
will be met 

 
 

 Staff and students will take 
ownership of the new 
school 
 

 Parents will support and 
encourage their children to 
attend the new build. 

 Minutes of meetings 

 Staff feedback 

 

 Attendance Data 
 

 Student Council 
 

 LGB Minutes 
 

 Parent feedback 

 
 
£200.00 

Create a Transition 
Programme for staff and 
students 

 Timetabled visits to the new build will take place 
 

 Share decision making regarding internal 
displays and décor and involve students in the 
process 

 

TC/MJ 
All staff & 
Students 
 
TC/MJ 

Aut term  
 
Aut Term 1 
 
Aut Term 

 Students will feel prepared 
for the transition and 
change to routine. 

 100% of students will make 
one positive design 
contribution to the new build 

Log of all visits 

Student Council & Student 
questionnaire feedback. 

 
 
 
 
 



 

TC attended all meetings held with REDS 10. Staff, students and parents were kept fully informed up-dated on the building project, strong 
communication and visits secured the successful transition from the old building to the new. The new school building was announced on the 
school website and via our “We are moving brochure” the move was hugely successful, with the new school fully open and operational for 11th 
January when students returned to school. Unfortunately, due to pandemic, the official opening, parents evening and parental workshops are on 
hold. Parental workshops were identified as a key component to help improve school attendance; the lack of face to face meetings should be 
considered when looking at attendance trends, as the school has missed a number of parent engagement opportunities 

 

 

 

 

 

 

 

 

 

 

 

 Travel Training Programme to new site for 
students who travel independently  
 

 Parents Evening to be held at new site 
 

 
 Invitation to LGB Members and Local Authority to 

view the new build 
 

 Coffee mornings for parents and perspective 
parents to be held at the new school, prior to the 
official move date. 

 
 

 
 
 

 
TC 
 
 
TC/LS 
 
TC/MJ 
 
TC/MJ 

 
Aut Term  
 
 
Aut Term 
 
Aut Term 
 
 
Aut Term 

 Reduce anxiety and 
increase confidence of their 
new surroundings 

 Stakeholders will have 
greater insight into the 
school environment 

 95% of stakeholder 
feedback will be positive 

 
 Increase awareness of The 

Bridge offer and values. 

 

Record of 
attendance/Student 
feedback 

Stakeholder  questionnaire 

 
 
 
 
£250.00 



Objective  
To ensure the school fully embeds the Unique Me principles across the 
curriculum and the wider school community. 
 

Success Criteria: 

 All subjects will incorporate each half termly principle within their SOW 
 Students and stakeholders will have a full understanding of each principle and how that 

relates to everyday life 
 Students will become part of a wider community by successfully transitioning to 

mainstream school or Post 16 placements 
 

Actions  Steps (including CPD) Named 
responsib
ility 

Timescale Impact 

(Outcomes) 

Monitoring  

(dates & method) 

Resources/ 
costs  

 

Each principle will be an area 
of focus each half term 

 Display half term principle as a whole school 
focus 

 Discuss half termly principle at staff meetings 
 Ensure each principle is supported in all subject 

lessons  
 Students to identify relevant principle and utilise 

stickers to evidence their understanding 
 Include UM Principles in School Planners 
 Promote the Unique Me on school website 

MJ 

JY/DT 

All Staff 

TC 

TG 

20/21 
Academic 
Year 

 

Sept 20 

 

 100% of all staff will have 
established the UM 
principles within their SOW 
90% of all students will 
understand  the UM 
principles  

 The UM Principles will be 
fully embedded across the 
whole school 
 
 
  

 
 

 

 T/L Meetings 
 

 Pastoral Meetings 
 

 Work Book Scrutinises 
 

 

 Lesson Observations 

 

 Student 
questionnaire/feedback 

 

 
Introduce whole School 
Unique Me activity 
programme 

 

 

 

 Allocate time to UM activity days 
 

 Activities will be directly linked to each principle 
 

 Deliver tailored workshops where appropriate 
 
 Invite guest speakers to attend the school setting 

 
 Create an evidence log for students to complete 

to demonstrate their understanding of the UM 
principles 

 

TC/MJ 

TC/MJ 

 

TC/MJ 

 

MJ 

Aut Term 1 - 

Academic  
Year 

Academic 
Year 

On-going 

 All students will attend at 
least 80% of activity days. 

 100% of students will be 
able to associate four of the 
school principles to 
everyday life.  
 

 Increased awareness of 
Post 16 opportunities 

 SEPT 
 

 SMSC Grid maker 
 

 Student 
Feedback(Bespoke 
Questionnaire) 

 
  Student council 

 
 Destination data 

 
 
£2000.00 



 

 

Roll out of the school principles continue, each half term there is a strong focus on the nominated principle. In September, we selected 
Connecting To Others as this was deemed appropriate given our community was returning from lockdown. Two all school events took pace to 
celebrate this principle, and embedded across the COVID Recovery Curriculum and through our Thought of the Week.  

Year 11 students have completed their Colour Me Profile, and have used the profile to good effect, when writing their CV’s and applications for 
their college placement. In PSHE students have explored their areas of strengths as well as weakness. Subject matter display boards highlight 
staff areas of strength together with their subject overview. 

The new school planner displays the UM Principles, and the UM Logo is displayed in the main area of the school building. 

Due to COVID restrictions there has been limited opportunity to invite guest speakers to attend the school and a number of planned workshops 
were cancelled 

 

 

SOW  Scheme of Work 

SEPT  Social Emotional Profile Tracker 

UM  Unique Me 

RSE  Relationships and Sex Education 

SMSC  Social Moral Spiritual Cultural 

 
Produce a “This is the 
Unique ME “staff and student 
display board 

 

 

 

 100% of year 10 & 11 Students will complete 
Colour Me profiling 

 Staff and students to highlight two interesting 
facts about themselves 

 Staff and students to identify two positive quotes 
from their Col Me Profile 

 
TC 
 
TC/MJ 
 
TC/MJ 

 
Aut Term  
 
Aut Term 
 
Aut Term 

 75% of students will report 
they have a greater 
awareness of their 
strengths and weaknesses. 

 Support stronger 
relationships between staff 
and students 

  Profiles will endorse Year 
11 Personal Statements for 
Post 16 applications & 
references 
 

 

 Head of School to 
coordinate 
 

 Student questionnaire 
 

 Staff Questionnaire 
 

 
 

 

 

 
 

 
£500.00 



 
LIFE Education Trust: School Development Plan Priorities for 2021/22 

The Bridge School 

At LIFE Trust, we believe that each school should have the freedom and autonomy to determine its own strategic objectives at a local level, in order 

to bring about the improvements that will have the greatest positive impact upon their own pupils’ experiences and outcomes. Nevertheless, these 

local school objectives are aligned to the Trust’s strategic priorities, as expressed in its Three Year Strategic Plan for 2019 – 2022, which includes 

priorities around Strong Achievement & Improvement, Outstanding Ethos, Efficient and Effective structures, Strong Collaboration and Expansion of 
the Trust.  

The School Development Plans are written to align especially to the Trust’s performance priority for Strong Achievement and Improvement. 

In order to achieve improvement across the LIFE Trust, each school’s Development Plan will set three to four objectives, which will be aligned to 

the following Trust priorities: 

A. To provide all our pupils with an exceptional Quality of Education, with a particular focus on improving the life chances of our most 

disadvantaged pupils, by developing a broad curriculum based on boundless creativity 
 

B. To develop an ethos of positive Behaviour and Attitudes so that all pupils can flourish in an environment of heartfelt compassion, where 
they want to attend, want to learn and where they feel safe and treated with respect and fairness 

 

C. To improve the Personal Development of our pupils so that they are equipped for an adult life, which they can embrace with courageous 
optimism and where they are prepared, willing and able to become healthy, engaged, active citizens in our modern, diverse world  

 

D. To strengthen the Leadership and Management of our schools so that we can Build Great Learning Communities, focused particularly on 
how we learn and learn differently, constructive feedback and teaching and assessing reading  

In meeting its own strategic objectives, each school should achieve pupil outcomes in line with its annual published targets and thereby contribute 

to the achievement of the Trust’s shared, aspirational standards. 



 

The Bridge School Development Plan 2021/22  

At The Bridge School, the objectives that we work towards are set within the framework of the Trust’s strategic priorities. 

In 2021/22, our school improvement objectives are: 

1. To implement and embed an evolving curriculum, bespoke and based on boundless creativity to meet the needs of our more complex 

cohort following the impact of COVID ‐ 19, Trust priority A 
 

2. To continue to develop the Unique Me programme to improve the personal development of our pupils, Trust priority B& C 
 

3. To enhance overall standards of T&L at The Bridge through the new appointment of a Deputy Head i/c of T&L. 

Trust policy D. 
 

The achievement of these objectives should ensure that the school meets or exceeds the following targets for 2021/22: 

KS3  KS4  Whole School 

Students will achieve 2 sub levels of progress 
from their baseline assessment. 

 80% of students will meet the threshold to 
return to mainstream school. 

 
100% of students will achieve minimum of 3 
GCSE’s. 
 
More able students will achieve 4+ GCSE’s. 
 
90% of Year 11’s will secure a Post 16 
placement. 
 
50% of students will meet their challenge 
grades. 
 
50% of Year11 students will attend a work 
placement 

100% of students will increase attendance 
from their starting position. 

Students will engage in minimum of 85% of 
planned enrichment activities/workshops. 

School attendance target of 85% will be 
achieved. 
 
90% of students will show a positive score of 75% 
on the SEPT(Social Emotional Profile Tracker) 
 

100% of teaching staff will be judged good to 
outstanding in line with OFSTED guidance. 



 



Objective  
To implement and embed an evolving curriculum, bespoke and 
based on boundless creativity to meet the needs of our more 
complex cohort following COVID. 

Success Criteria:

 Headline school targets for 2021/2022 will be met. 
 Increase in number of students taking 4+ GCSE’s  
 Student voice will show evidence of engagement and enjoyment across all subjects. 
 Parents will feel more confident to manage the needs of their child’s education. 
 Increased attendance. 

Actions  Steps (including CPD) Named 
responsib
ility 

Timescale Impact 

(Outcomes) 

Monitoring  

(dates & method) 

Resources/ 
costs  

 
 To identify more able 

students and broaden 
their GCSE offer. 

 Baseline in all GCSE subjects. 
 Track progress 

 Track SEPT. 
 Meetings with students and parents. 

 Identify additional subjects 
 Provide bespoke offer 

 
 

 

Subject 
Teachers 

TC/MJ 

Throughout 
Year 9 and 
10’s 
educational 
journey. 

 Students will achieve 4+ 
GCSE’s. 

 Students will have greater 
opportunities Post 16. 

 Improved confidence and 
resilience. 

 
 
 
 

 
 

 

 Flight Path. 
 Record of student and 

parent meetings. 
 Lesson visits/monitoring 

of tutors 
 SEPT 

 
 

£TBA 
Dependant 
on 
numbers 
(allocated 
for in 
school 
finance 
budget). 

 To increase range 
of enrichment 
opportunities for LA 
students. 

 

 

 

 Identify PP students. 
 Establish a diverse range of activities. 
 Timetabled plan of activities.  

 

Subject 
Teachers 

MJ/TC 

Autumn 
Term 1 

 Greater engagement 
 Increased Social Skills 
 Improved attendance 
 Increased SEPT score 
 Increased levels of progress 

 
 

 Lesson monitor for 
tracking engagement 

 Teacher feedback 

 SIMS data 
 SEPT flight path. 
 Student feedback 

questionnaire.  
 
 

£1500 

 To further develop a 
range of workshops for 
students and parents to 
promote attendance and 
engagement. 

 

 Identify relevant workshops 
 Identify families in need of specific support. 
 Produce and deliver programme 

 
 

MJ/TC 
 

Autumn 
Term 1 to 
identify 
delivery 
throughout 
2021/2022 

 Improved SEPT scores. 
 Increased attendance. 
 Greater Student 

engagement and 
enjoyment. 

 SEPT. 
 Sims data 
 Parental feedback and 

register of attendance. 

 

 

£4500 



 

 

 

 

 Parents will feel more 
empowered.to support their 
child’s education. 
 

 

Termly Review: 



Objective  
To continue to develop the Unique Me programme to improve the 
personal development of our students. 

Success Criteria:
Students will become confident, resilient, well rounded members of the community. 
Students will have a full understanding of each principle and how that relates to everyday life. 
More students will feel confident to undertake 4+ GCSE’s 
Students feel more prepared and are more aspirational for their Post 16 placements. 

Actions  Steps (including CPD) Named 
responsib
ility 

Timescale Impact 

(Outcomes) 

Monitoring  

(dates & method) 

Resources/ 
costs  

Each area will be an area of 
focus each half-term. 

 Unique Me principle to be discussed half 
termly at T/L meetings. 

 Each subject teacher to deliver a lesson/s 
on the meaning and benefits of each 
principle each half term. 

 Continue to evidence students 
understanding through challenges & 
extended writing. 

 Use the Unique Me stickers to  evidence 
principles coverage . 
 

Subject 
Teachers 
MJ/TC 

Each Half-
Term 

All staff will have embedded the 
Unique Me across their individual 
subject. 
All students will have a good 
understanding of the UM 
principles. 
Students will be more confident in 
their learning. 

 Subject SOW 
 Student folders 
 Student 

Questionnaire 
feedback. 

 

Develop the whole school 
Um Programme. 

 Create a timetable of UM events. 
 Deliver tailored workshops where 

appropriate. 
 Invite guest speakers where suitable. 

 Create reward chart to be inserted in school 
planner. 

 Create a UM evidence log on staff shared 
area. 

MJ Autumn 
Term 1 

All students will attend at least 
80% of activities. 

100% of students will be able to 
associate the benefits of the UM 
principles to everyday life. 

 Events log 
 Student Feedback 
 Attendance tracking log. 

£2500 

Develop a UM incentive 
programme for all students to 
participate in. 

 Staff to develop the appropriate UM 
challenge within their subject areas each 
half term. 

 All staff to monitor and log when the 
appropriate student evidence has been 
completed each half-term. 

 Badges to be awarded at the end of the year 
rewards ceremony. 

MJ/TC 
/LS 

Autumn 
Term 1 

Students will feel motivated to 
embrace the ethos of the UM 
principles 

Students will feel a sense of 
achievement upon completion of 
UM challenge. 

Students will feel equipped and 
empowered to face the next stage 
of life’s journey. 

 Students reward 
charts. 

 Quality of work. 
 Evidence log. 

 Students feel more 
prepared and are 
more aspirational 
for their Post 16 
placements. 

£250 

Termly Review: 
 



 

  

 
 



Objective  
To enhance overall standards of T/L at The Bridge through the new 
appointment of a Deputy Head i/c of T/L. 
 

Success Criteria:
 To improve academic standards across The Bridge for all students 
 All students will meet their MEGS. 
 CPD will improve the T/L at The Bridge. 
 Monitoring of T/L will show differentiation is being delivered across all subjects. 
 Students will demonstrate greater engagement with their studies. 

 
Actions  Steps (including CPD) Named 

responsib
ility 

Timescale Impact 

(Outcomes) 

Monitoring  

(dates & method) 

Resources/ 
costs  

Create a structured timetable 
of CPD for T/L. 

 Identify areas to be addressed. 
 Source relevant training. 
 Deliver training programme. 
 Implement peer observations and 

              collaboration with good/outstanding teachers  

MJ Autumn Term 1 
ongoing. 

 Improved quality of 
T/L at The Bridge, 
leading to improved 
outcomes for 
students. 

 Improved teacher 
confidence. 

 Staff will feel more 
empowered with 
their behaviour 
management when 
dealing with 
complex students. 

 Training attendance 
log 

 Work book scrutiny 

 Lesson 
observations 

 Lesson Walks 
 

 

Enhance the monitoring, and, 
reporting of student progress. 

 Staff collaboration for input on enhanced 
reporting. 

 Update templates for progress reporting. 
 Staff training to embed new systems. 

TC/MJ 
All staff 

Autumn term 1  Greater clarity of 
student   progress 
across all key 
stages. 

 Improved parental 
understanding of 
their child’s 
progress and 
reports. 

 Teacher feedback 
 Parent Feedback 
 Assessment 

monitoring/flight 
Tracker 

 

Increase the frequency of 
lesson monitoring and 
feedback. 

 MJ to collaborate with David Turrell on best T/L 
practice. 

 Create templates to be used at The Bridge. 

 Produce timetable to be circulated to all staff. 
 Implement staff observations, lesson walks and 

regular feedback sessions. 

MJ Autumn Term 1  The quality of T/L 
will be evidenced 
against Ofsted 
criteria. 

 Improved quality of 
T/L. 

 Schedule Meetings 

 Timetable of 
Observations 

 Record of outcome 
 
 
 

 



 

 

 

KEY: 

T/L    Teaching & Learning 

SEPT           Social Emotional Profile Tracker 

CPD   Continuous Professional Development 

MEG   Minimum Expected Grade 

UM   Unique Me 

 

 Staff will feel 
supported and 
empowered to 
improve standards 
through peer 
mentoring. 

 

 Staff Questionnaire 
& Feedback 

Termly Review: 
 
 
 





























The Bridge  

 

Careers Education and Guidance Policy  

Reviewed by: Maria Jackson 

Approved:  July 2021 

Next Review Date: July 2023 

  

 

 



 

Our Aim 

 
Careers provision at The Bridge is predominantly delivered through the PSHE curriculum and is 

designed to prepare students for their futures and to ensure that they gain the understanding, skills 

and experience they need to make progress and succeed in learning and work. We believe that 

effective careers education and guidance not only contributes to the wellbeing of individuals but also 

to the wellbeing of their families, the communities to which they belong, wider society, businesses 

and the economy. Our aim is for every student to leave The Bridge with a place to continue their 

education or to undertake an appropriate apprenticeship that has been chosen to develop their 

unique potential.  

 

The Bridge careers programme aims to: 

 Encourage students to be ambitious and aspirational 

 Ensure students are prepared for the next steps in their education or career 

 Help students understand the changing world of work and the importance of developing 

transferable skills 

 Support positive transitions post 16 

 Support inclusion, challenge stereotypes and promote equality of opportunity 

 Enable students to meet the Unique Me principle “Finding a Fulfilling Future” 

Leadership and Management of Careers  

The Bridge CEIAG is planned, delivered and evaluated by the Head of Personal Development through 
the PSHE curriculum. This includes co‐ordinating work experience, both virtual and in real life and 
other careers related activities. The programme is supported by all staff in the school, with 
consultation and collaboration as needed and by the LIFE Trust Careers Manager. All staff contribute 
to CEIAG through their roles, and are aware of the barriers which may be faced by young people at 
The Bridge when it comes to accessing employment and educational opportunities. 

Head of Personal Development: Maria Jackson 

01708 764370 mjackson@bridge‐life.co.uk 

LIFE Trust Careers Manager: Rebecca woods 

01708 447368 rwoods@fbaok.co.uk 

 
Our Offer 
 
Every student will be entitled to: 

 Participation in The Bridge PSHE programme including careers education, information and 
guidance 

 Learning through real or virtual work experience opportunities 

 Access to a range of different careers activities including guest speakers, extra‐curricular 
activities and one to one careers consultations with LIFE Careers Manager, Rebecca Woods 

 Learning in a safe environment that challenges stereotypes 

 Access to a range of careers related resources including the Prospects STEPS booklets 



 Colour Me personality profiling in Year 11 

 Inclusion in whole school activity days as part of The Bridge Unique Me programme 

 Find out about further education qualifications and apprenticeship opportunities 

 Hear from a range of local providers about the opportunities they offer, through a range of 
events including Havering RPA event, PAN Youth London Day, college open events etc 

 Understand and be supported in making applications for the full range of academic and 
vocational courses and apprenticeships 

 The opportunity to relate what they learn in lesson time to their life and career beyond The 
Bridge 

Career information  

Career information is available:  

 Through the careers corner in the PSHE classroom 

 Through lesson time devoted to careers as part of the PSHE curriculum. This includes the 
provision of suitable websites and resources 

 Through LIFE Careers Manager, Rebecca Woods who meets with all Year 11 students on a 
one to one basis and can be booked for additional consultations  

 Through Unique Me whole school activities 

Current Priorities 

Our careers programme is informed by these current priorities: 

 To be fully Gatsby compliant 

 Supporting individual aspirations, improving attainment and ensuring positive destinations 

 Meeting the needs of specific groups including children with social, emotional and mental 
health issues, looked after children, young carers, children from disadvantaged backgrounds 
and children with special educational needs and disabilities 

 Developing students career management skills, especially those associated with adaptability, 
resilience, enterprise and employability 

 Improving young peoples’ working lives by helping them to identify the values that are 
important to them such as contributing to the wellbeing of others through their paid and 
voluntary work and working in greener ways 

 Developing the use of digital technologies to meet young peoples’ career development needs 
in conjunction with face to face support 

 Working with parents, carers, alumni and education, community and business partners to 
meet students’ career development needs 

Key Stage 3 Provision and Aim 

 An introduction to careers resources at The Bridge 

 Lesson time to work on STEPS booklets looking at changes and transitions, help and support 
at school, skills and learning styles 



 Access to a variety of appropriate resources 

 Extracurricular trips to build positive relationships between peers and teachers, good 
communication skills and confidence and resilience building 

 The Real Game Activity Day focussing on the world of work 

 Access to The LIFE Trust Careers Fair 

By the end of Key Stage 3, students will have: 

 A better understanding of the range of careers and opportunities post 16 

 A better understanding of their strengths and areas for development 

 Developed employability soft skills such as teamwork, communication, creativity and 
resilience through the school curriculum and extracurricular activities 

 The opportunity to take on positions of responsibility at The Bridge eg; Student Council 
Representative, LIFE Ambassador, Pet Prefect, Peer Mentor 

Key Stage 4 Provision and Aim 

 Lesson time devoted to ASDAN “Careers and your Future” module including Year 10 and 11 
STEPS booklets looking at career pathways, employability skills, personal strengths and areas 
for development, CV writing 

 Access to a variety of appropriate resources 

 Opportunity for work experience – both virtual and real life 

 One to one careers consultations with Rebecca Woods, LIFE Careers Manager 

 Information on and attendance at college and sixth form open events including the local RPA 
event 

 Targeted support for application writing and interview attendance where necessary 

 Tracking all Year 11 students and their intended destinations to ensure suitable selections 
are made to the needs of each individual student 

 Parent consultations to ensure suitability of course, location and transition 

 Extracurricular trips, visits and clubs to continue developing important soft skills such as 
communication, resilience and teamwork 

 Access to The LIFE Trust Careers Fair 

 Colour Me personality profiling in Year 11 to help with identification of strengths and areas 
for development and CV writing 

 Liaison between the Head of Personal Development at The Bridge and student destinations 
(SENDCo, Designated Safeguarding Lead etc) to ensure the smooth transition of students 
with social, emotional and mental health needs 

 College and sixth form liaison on GCSE results day if necessary 

By the end of Key Stage 4, students will have: 

 Enhanced employability skills 

 A personalised careers plan and action points 

 Completed a period of up to one week’s work experience 

 Been given direct contact and access to employers and education providers 

 Been provided with various resources to help complete the post 16 application process, 
including interview preparation 



 A positive post 16 destination first choice and back‐up choice, with support to manage this 
transition 

 Knowledge of different careers, labour market information and skills shortages 

 The opportunity to take on positions of responsibility at The Bridge eg; Student Council 
Representative, LIFE Ambassador, Pet Prefect, Peer Mentor 
 

Parent/carer involvement  

Parents and carers will be encouraged to support career decisions and positive destinations.  Parents 
and carers will have the opportunity to discuss their child’s post 16 options at parents’ evening, as 
well as being kept up to date with what is happening in the school and any special events eg The Real 
Game.  Parents and carers will be kept informed throughout the application process to ensure the 
appropriate choice is made for their child. 

Monitoring and Evaluation  

The careers programme is monitored and evaluated in a variety of ways. The school values formal 
and informal measures, qualitative and quantitative data and outcomes for students. 

 Student feedback on activities and programme  

 Staff feedback on activities and programme  

 Student destination figures post 16   
 Employer feedback on events, work placements and other activities 
 Parental feedback during parents’ evenings or surveys  

Review  
This policy will be reviewed every two years.  

Related documents  
1. School development plan  
2. PSHE curriculum  
3. Equality and Diversity policy  
4. Safeguarding Policy  
5. Home School Agreement  
6. Provider Access Policy  
7. The Bridge Careers Programme  
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The Bridge 

PROVIDER ACCESS POLICY  

 

 

 

 

Reviewed by: M Jackson 

Approved:   

Next Review Date:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Introduction  

This policy sets out the school’s arrangements for managing the access of providers to 
pupils at the school for the purpose of giving them information and guidance about the 
provider’s education or training offer. This complies with the school’s legal obligations 
under Section 42B of the Education Act 1997.  

Student Entitlement  

Students in Key Stage 4 are entitled:  
∙ To find out about technical education qualifications and apprenticeship opportunities, as 

part of the Careers programme which provides information on the full range of 
education and training opportunities available to them post-16  

∙ To hear from a range of local providers about the opportunities they offer, including 
technical education and apprenticeships 

∙ To understand how to make applications for the full range of academic and technical 
courses and apprenticeships  

Management of Provider Access Requests  

Procedure  

A provider wishing to request access should contact Mrs Maria Jackson, Head of 
Personal Development: 
Telephone 01708 764370  
Email mjackson@bridge-life.co.uk 

Opportunities for access  

A number of events throughout the school year offer providers an opportunity to come in 
and speak to pupils. Please contact Maria Jackson for details. 

Premises and Facilities  

The school will make available a classroom or the hall as appropriate to the activity. The use 
of ICT will also be available; this will be discussed and agreed prior to the visit. Safeguarding 
and health and safety procedures will be discussed prior to and at the time of the event as 
appropriate. Providers are also welcome to leave a copy of their prospectus or other relevant 
literature for the Careers library.  

Related documents  

Careers Education and Guidance Policy   
Safeguarding Policy 

 

 
 
 

 



 

  

  

 
  

  

  

  

  

  

                 APPRAISAL POLICY 

  

Policy  Appraisal Policy  

Staff consulted on Pay Policy  24.6.21 

Policy adopted by Trust Board  22.6.21 

Reported to LGBs for implementation  9.7.21 

Implementation Date  9.7.21 

Review Date  July 2022 

Policy Source  Juniper Model Policy  

  

  

This model procedure is based on the Education (School Teachers’ Appraisal) (England)  

Regulations 2012 and the DfE model Performance Management and Capability Policy.  The  

Regulations require all schools to have capability and performance management procedures.  This 

is not a statutory requirement for Academies, but procedures are nonetheless recommended.    

  

These present the minimum statutory requirements.  HR considers it appropriate to have two 

separate procedures (although they are closely linked and this procedure should be adopted  

alongside the new model Performance Management Procedure), but they can be combined.    

  

This procedure is applicable to teaching and support staff.  

  

This is a model policy/procedure which reflects legislation, any relevant statutory and non-statutory 

guidance and best practice.  The responsibility for setting policy and procedure resides with the  

governing board/trust and as such the relevant body must be satisfied that the content of the 

policy/procedure suits their requirements and must consult their staff/local trade union  

representatives prior to its formal adoption.  In this context, Education HR does not negotiate and  

agree its model policies with the trade unions/professional associations, although they are consulted 

and their feedback is considered in the development of the documents.  

  

Performance Management Procedure - A model for MATs Published 

by:  
Juniper Education, Education HR  
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1.  Introduction   

  

1.1  The day to day performance of staff is monitored, managed and supported by line 

managers.  The appraisal procedure sets out the framework for a clear, fair and 

consistent assessment of the overall performance of staff.  The process will be 

supportive and developmental, to ensure that all staff have the skills and support their 

need to carry out their role effectively and to enable them to continue to improve their 

professional practice within the context of the Trust and academy improvement plans 

and the standards expected of staff by relevant national and local standards and job 

and person specifications.  Appraisal will also be the key process in determining 

annual performance pay progression.  

  

2.  Scope  

  

2.1  This procedure is applicable to all Trust employees including those employed to work 

in individual academies within the Trust and to staff who are employed to work centrally 

and/or support several or all Trust academies. In the case of:  

• staff with less than one year’s service/on fixed term contracts - the cycle will be 

adjusted according to the start/duration of the contract  

• those undergoing a probationary or statutory induction period – the performance 

management Procedure will not normally apply until this period has been successfully 

completed.  

  

3.  Roles and Responsibilities  

  

3.1  Appraisal Reviewers  

  

• The Trust board will appoint an appraisal reviewer (appraiser) for the headteacher 

and CEO.  

• The headteacher will appoint appraisal reviewers (appraisers) for other staff in their 

academy.  

• The CEO will appoint appraisal reviewers (appraisers) for centrally employed staff.  

  

The role of the appraisal reviewer (appraiser) is to operate the performance management 

procedure in its entirety.  The Appraiser will be responsible for making recommendations 

on pay progression on the appraisal application in accordance with the pay policy.  

  

It is the responsibility of the Trust Board to:  

• define, communicate and monitor procedures and to ensure that they are applied in 

a fair and consistent manner;  

• ensure that systems are in place for the proper induction of new and promoted staff, 

and for day to day management, support and development of staff.  

  

3.2  It is the responsibility of the line managers and appraisers to:  
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• manage appraisal effectively ensuring that staff are aware of the standards 

expected of them and dealing with any minor deficiencies at the earliest stage 

through normal day to day supervision and probation and induction 

procedures.    

  

3.3  It is the responsibility of all staff to:  

• be aware of and comply with the specific standards of performance related to 

their area of work and workplace;   

• comply fully with this procedure and to co-operate with the processes 

contained therein.  

  

The appraisal process will be operated in a way which minimises the additional 

workload on all parties. The appraisal process in LIFE Education Trust will be 

conducted through Bluesky, an online performance management tool.   

  

4.  The Appraisal Cycle  

  

4.1  Teachers  

'The performance management cycle will run from September – August.  

Final reviews will be completed in time to allow for any pay decisions to be made by 

31 October (31 December for headteachers).   

  

4.2  Support Staff  

The appraisal cycle will run from April – March. Final reviews will be completed in  

time to allow for any pay decisions to be made by 31 March.   

  

5.  Objective Setting  

  

5.1  Objectives will be set before, or as soon as possible after, the start of each appraisal   

 cycle.  

    

  Teaching Staff  

  All teaching staff, including the Headteacher will have at least 3, but no more than 5 

objectives, as set out in the LIFE Appraisal Target Setting for Teachers. This is 

reflected within employee’s Bluesky account.  

  

Support Staff  

All support staff will have at least 3, but no more than 5 objectives.. This is reflected 

within employee’s Bluesky account.  

 

  

5.2  The objectives set for each appraisee will be SMART (specific, measurable, 

achievable, realistic and time-bound) and the number of objectives will be reasonable 

having regard to the nature of the role.  
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5.3  The appraiser and appraisee should each consider appropriate objectives and should 

seek to agree them through discussion.  In the absence of agreement, the reviewer 

will determine the objectives.  The objectives, and any training and support identified 

(see 6.3 below) will be set out in writing, within the Bluesky review.    

  

5.4  The objectives, if achieved, will contribute to plans for improving educational provision 

and performance, improving the education of pupils and improving and developing 

the performance of staff.  To ensure this, objectives will be quality assured against 

the improvement plan and moderated across the Trust to ensure consistency and 

fairness.  

  

5.5  Objectives may be revised in-year where circumstances change.  

  

  

  

6.  Monitoring and Supporting Appraisal  

  

6.1  Observation  

The Trust believes that observation is important both as a way of assessing strengths 

and areas for development and for gaining important information which can inform 

school improvement more generally.   

  

All staff should expect to have their performance and work observed and assessed by 

their line manager, reviewer and/or senior leaders.  This will include where relevant, 

formal and ‘drop-in’ classroom observations for the purposes of evaluating the 

standards of teaching and learning and to check that high standards of professional 

performance are established and maintained.  

The amount and type of such observations will be proportionate to the performance of 

the reviewee and the needs of the academy.  

  

All observation will be carried out in a supportive fashion and, in the case of teachers, 

by someone with QTS.   

  

6.2  Feedback  

Appraisees will receive constructive feedback on their appraisal throughout the year 

and as soon as practicable after observation has taken place or other evidence has 

come to light.    

  

6.3  Training and Support  

The Trust expects all staff to take responsibility for improving their own performance 

through appropriate continuing professional development.  Professional development 

will be linked to school improvement priorities and individual job roles, priorities and 

ambitions.  Specific support, guidance and development needs will be identified 

through the appraisal process.    
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The LIFE Education Trust and its Local Governing Bodies will ensure in the budget 

planning that, as far as possible, appropriate resources are made available for any 

training and support agreed for those appraised.  

  

With regard to the provision of CPD in the case of competing demands on the school 

budget, a decision on relative priority will be taken with regard to the extent to which: 

(a) the CPD identified is essential for a appraisee to meet their objectives; and (b) the 

extent to which the training and support will help the school to achieve its priorities. 

Staff will be responsible for highlighting their training needs to the appraiser.  

  

7.  Reviewing Performance   

  

7.1  All staff will be assessed on their overall performance taking into account: any 

professional standards applicable to that role; performance against their appraisal 

objectives; the requirements of their job roles and the degree to which they have 

taken responsibility for their own CPD.    

  

7.2  Appraisal and development priorities will be considered and addressed on a 

continuous basis throughout the year and there will be informal meetings as 

necessary to consider progress against objectives.  There may be formal review 

meetings during the year.  Appraisal meetings will take place during working/directed 

time, excluding PPA time unless otherwise agreed.  

  

7.3  At the end of the cycle, each appraisee’s appraisal will be formally assessed.   

  

The appraiser and appraisee will meet to discuss progress against objectives and 

overall performance.    

  

The appraisee will receive, and have an opportunity to comment on, a written report 

which will be completed within the Bluesky system. which will include:  

•  An assessment of the appraisee’s performance against the objectives  

• An assessment of overall appraisal with particular reference to performance 

against the job role and any standards relevant to the role;  

• An assessment of how the employee and academy have identified and met  their 

training, development and support needs and the impact of learning on their 

appraisal;  

• A recommendation on pay as reflected in the Pay Policy   

  

Teaching staff  

Guidance on movement to the upper pay range, the criteria, the assessment, the 

procedure and appeals are contained within the Pay Policy,   
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7.4  Absence  

Where an employee has been absent during the appraisal cycle, performance will be 

assessed on the basis of any and all evidence available for the periods of attendance 

and where necessary on prior performance.   

  

  

8.  Unsatisfactory Performance   

  

8.1  If at any point in the cycle, evidence emerges that an employee’s performance has 

fallen below the minimum standards expected of them, the appraiser or other relevant 

manager, will:  

 explain the nature and seriousness of the concerns;  

 detail any previous discussions/support;  

 give the employee the opportunity to comment and discuss concerns.  

  

This may also apply where employees consistently fail to develop their skills and 

knowledge or to sustain the expected level of performance.  

  

Any concerns and subsequent discussion will be confirmed in writing to the  

employee.  

• The manager will normally (see 8.2 below) set a monitoring period.  This will 

involve:    

• the setting of targets for future appraisals (in addition to existing appraisal  

targets) ;  

• agreeing any further support with the employee;  

• making it clear how, and by whom, progress will be monitored and when it will be 

reviewed;  

• explaining the consequences and process if no, or insufficient, improvement is 

made.   

  

The period of monitoring will normally be between 4 and 8 working weeks and in any 

case shall only be as long as is necessary to allow reasonable time for improvement 

and this will depend on the seriousness of the issues and individual circumstances.  

Exceptionally, an extension of not normally more than 4 weeks may be granted, 

where there has been significant improvement or there has been significant absence 

during the monitoring period.  

  

Regular contact will be maintained throughout the monitoring period to review and 

support progress.  

  

8.2  Where performance concerns are particularly serious, and/or where there has been 

insufficient improvement following any monitoring period, the appraisal procedure will 

be suspended and the formal capability procedure will be invoked.  
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9.  Confidentiality  

  

9.1   A written record of all meetings conducted under this procedure will be made, either 

by the person holding the meeting or by an alternative person arranged by the Trust 

to take notes. The school processes any personal data collected during the appraisal 

procedure in accordance with its data protection policy. Any data collected is held 

securely and accessed by, and disclosed to, individuals only for the purposes of 

completing the performance management procedure or as set out in 9.2 below.   

  

On the conclusion of the procedure, data collected will be held in accordance with the  

Trust’s retention schedule. Inappropriate access or disclosure of employee data 

constitutes a data breach and should be reported in accordance with the Trust’s data 

protection policy immediately. It may also constitute a disciplinary offence, which will 

be dealt with under the Trust’s disciplinary procedure.  

  

9.2  The appraisal process and related paperwork will be treated with confidentiality.  

However, appraisal paperwork may be shared beyond the appraiser and appraisee in 

the following circumstances:  

• for the purposes of quality assurance;  

• for the purpose of assessing eligibility to progress to the Upper Pay Range and 

meeting HLTA and other relevant standards;  

• where poor performance is identified;  

• with those responsible for making pay decisions.  
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KEY DEFINITIONS USED IN THIS POLICY: 
 

The Trust  
The Board/Directors/Trust Board  
School/Trust school 

 

Staff 

 

LIFE Education Trust 
The Board of Directors of LIFE Education Trust 
An Academy or school within LIFE Education 
Trust 
All staff employed by LIFE Education Trust and  
working with academies, schools or units within 

LIFE Education Trust 
 

 

All schools within the LIFE Education Trust are legally defined as academies, 
regardless of whether the term “school” is used to describe them in the following 
policy. 
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INTRODUCTION 

 

In compliance with the requirements of the Health and Safety 1992 (Display Screen 
Equipment) Regulation 1992 and as amended, the Trust has adopted the following 
procedure with regards to the provision of a member of staff’s eye and eyesight tests. This 
forms part of the Health & Safety policy of the Trust. Entitlement to such a test will relate 
only to a member of staff who has been designated as a Display Screen User. If necessary, 
a risk assessment can be carried out at the individual’s request. 
 

DEFINITION OF A DISPLAY SCREEN USER 

 

A Display Screen User is any member of staff who habitually uses display screen equipment 
as a significant part of their normal working day. As a guide, if a member of staff uses 
display screen equipment continuously for periods of an hour or more on most days worked, 
they are likely to be classified as a user. 
 

PROVISION OF EYE TESTING 

 

If a member of staff qualifies as a user, then they are entitled to ask for an eye test to 
be paid for by the Academy within the Trust and to be carried out by a qualified 
ophthalmic optician. 
 

HOW TO REQUEST AN EYE TEST 

 

Members of staff must request an eye test by completing the Eyesight Test Referral Form in 
Appendix 1 of this document. The form should be submitted to their line manager who will 
sign the form to confirm they are a regular display screen equipment user and, therefore, 
have an entitlement to a refundable eye sight test. The completed form should be given to 
the Finance Officer at the Academy they work in. 
 

FURTHER EYE TESTS 

 

Repeated testing is carried out under this policy according to the clinical judgement of the 
ophthalmic optician. Usually this is approximately every 2 years, but may, of course, vary 
according to individual need. It will be the member of staff’s responsibility to make 
arrangements for a retest at the appropriate time. 

 

If the eye test shows that the user requires glasses specifically for display screen equipment 
work, the Academy within the Trust will pay for a basic pair of frames or lenses. 
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APPENDIX 1 
 

 

LIFE Education Trust  
EYESIGHT TEST REFERAL FORM 

(DISPLAY SCREEN EQUIPMENT USERS) 
 

 

Name of Employee: ….…………………………………………………………………………….. 
 

Job Title: ………………………………………………………………………………………………….. 

 

I have identified the above member of staff as a regular Display Screen Equipment user and 
request an eyesight test in accordance with the LIFE Education Trust Eyecare Policy. 

 

The Academy this member of staff works at will contribute up to £25 for the costs of an 
eye test. 

 

Name of Referring Line Manager: ……………………………………………………………………... 

 

Line Managers Signature: ………………………………………….. Date: ………………………. 
 

Academy Name: ……………………………………………………..  
 

 

I confirm that I am a regular Display Screen Equipment user and request an eyesight test. 
 

I note that the Academy I work for will contribute up to £25 for the costs of an eye test. 
 

Employee’s Signature: ………………………………………………..  Date: ……………………….  
 

Optician to Complete 
 

Optician’s Name (PRINT): ……………………………………………………………………………. 
 

Optician’s Signature: ……………………………………………….. Date: ………………………. 
(I confirm a full eye test has been completed on the above named employee) 
 
 
 
 
 

Optician’s Stamp  
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KEY DEFINITIONS USED IN THIS POLICY: 
 

The Trust 
The Board/Directors/Trust Board 

School /Trust School 
 

Staff 

 

LIFE Education Trust 
The Board of Directors of LIFE Education Trust 
An Academy or School within LIFE Education 
Trust 
All staff employed by LIFE Education Trust and 
working with academies, Schools or units within 
LIFE Education Trust 

 

All Schools within the LIFE Education Trust are legally defined as academies, regardless of 
whether the term “School” is used to describe them in the following policy. 
 

References in this policy to Trust information and systems; ICT equipment etc. 
includes information, systems and ICT equipment within the Trust Schools. 
 

Each School will designate a member of staff to be the Systems Administrator/ Network 
manager for the school site. An E-safety officer will also be designated within each School. 
 

Each School will maintain protocols and procedures relevant to specific ICT systems used 
within the School. 
 

This policy has been updated in respect of the General Data Protection 
Regulations effective 25th May 2018 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Data Security Policy 
 

SUMMARY 
 

 Ensure the protection of confidentiality, integrity and availability of Trust information 
and assets. 

 Ensure all users are aware of and comply fully with all relevant legislation. 

 Ensure all staff understand the need for information and ICT security and their own 
responsibilities in this respect. 

 

Definitions 
 

Information - covers any information, including electronic capture and storage, manual 
paper records, video and audio recordings and any images, however created. 
 

Personal Data - Any data which can be used to identify a living person. This includes names, 
birthday and anniversary dates, addresses, telephone numbers, fax numbers, email 
addresses and so on. It applies only to that data which is held, or intended to be held, on 
computers or computers or held in a 'relevant filing system'. This includes paper filing systems. 
 

Strong Password – Password which is 6 characters minimum length, contains upper- and 
lower-case alphabetical characters and numbers or punctuation characters. It should not 
contain dictionary words, or personal information. 
 

Encryption – Process of transforming information (referred to as plaintext) using an algorithm 
(called a cipher) to make it unreadable to anyone except those possessing special knowledge, 
usually referred to as a key, on computer systems this is achieved with encryption software. 
 

Responsibilities: 

 The Trust shall be registered with the Information Commissioner’s Office (ICO) under the 1998 
Data Protection Act. 

 Users of the Trust’s ICT systems and data must comply with the requirements of the ICT 
Security Policy. 

 The Trust shall review this document at least annually. 
 Users shall be responsible for notifying the Network Manager, Headteacher and Trust Data 

Protection Officer of any suspected or actual breach of ICT security. 
 The DPO shall inform the ICO if there are any losses of personal or special category 

personal data Users must comply with the requirements of the General Data Protection 

Regulations, Data Protection Act 1998, Computer Misuse Act 1990, Copyright, Designs and 
Patents Act 1988 and the Telecommunications Act 1984.  

 Users must be provided with suitable training and documentation, together with adequate 
information on policies, procedures and facilities to help safeguard systems and data 

 Remote access to information and personal data shall only be provided through an encrypted 
link and users shall require a strong password that is renewed at least termly. 

 Users shall not publish spreadsheets, databases or other documents containing personal 
data on externally accessible web sites including the London MLE unless these documents 
are encrypted. 

 

Physical Security: 

 As far as practicable, only authorised persons should be admitted to rooms that 
contain servers or provide access to data. 

 Server rooms must be kept locked when unattended and access restricted. 

 Appropriate arrangements must be applied for the removal of any ICT equipment from 
its normal location. These arrangements should take into consideration the risks 
associated with the removal and the impact these risks might have. 

 All Trust owned ICT equipment and software should be recorded and an asset register 
maintained 



 Uninterruptible Power Supply (UPS) units are recommended for servers and network 
cabinets. 

 Computer monitors should be positioned in such a way that information stored or 
being processed cannot be viewed by unauthorised persons. 

 Ensure sensitive data, both paper and electronic, is disposed of properly, e.g. shred 
paper copies and destroy disks. 

 

System Security: 

 Users shall not make, distribute or use unlicensed software or data. 

 Users must ensure they have authorisation for private use of the Trust’s computer facilities. 

 A Password shall be changed if it is affected by a suspected or actual breach of security, 
e.g. when a password may be known by an unauthorised person. 

 Regular backups of data, in accordance with the recommended backup strategy, must 
be maintained. 

 Security copies should be regularly tested to ensure they enable data restoration in the 
event of system failure. 

 Security copies should be clearly marked and stored in a fireproof location and/or off site. 
 

Virus Protection: 

 Each School within the Trust should ensure current and up to date anti-virus software is 
applied to all ICT systems. 

 Laptop users shall ensure they update their virus protection is set to auto update when they 
are logged on.  

 Any suspected or actual virus infection must be reported immediately to the Network 
Manager/ICT Co-ordinator and that computer shall not be reconnected to the School’s 
network until the infection is removed. 

 

Disposal of Equipment: 

 Each School within the Trust shall ensure any personal data or software is obliterated from a 

PC if the recipient organisation is not authorised to receive the data. This requires 
professional software.  

 It is important to ensure that any software remaining on a PC being relinquished for reuse is 
legitimate. Care should be taken to avoid infringing software and data copyright and licensing 
restrictions by supplying unlicensed copies of software inadvertently.  

 Each School within the Trust shall ensure the requirements of the Waste from Electronic 
and Electrical Equipment (WEEE) Directive are observed. 



E-Security Policy 
Strategic & Operational Practices 

 

In the Trust: 
 

1. The Headteacher is the Senior Information Risk Officer (SIRO) 
2. Data Protection Officer (DPO) with responsibility for data protection compliance: 

SBM Services (Uk) Ltd 
12, Park Lane Business Centre 
Park Lane 
Langham 
Essex 
C04 5WR 

3. Staff are clear who the key contact(s) for key school information are (the 
Information Asset Owners). This is in T Drive/Staff Documents/GDPR 

4. We ensure staff know to immediately report, and who to report to, any incidents where 
data protection may have been compromised, such as when passwords for sensitive 
systems or devices are lost or stolen, so that relevant action(s) can be taken. 

5. All staff are DBS checked and records are held on the Single Central Record and 
in SIMS. 
We ensure ALL the following school stakeholders sign an Acceptable Use 
Agreement. We have a system so we know who has signed. 
a. Staff 
b. Governors 
c. Students 
d. Parents 
e. Volunteers 
This makes clear all responsibilities and expectations with regard to data security 

6. We have approved educational web filtering across our wired and wireless 
networks. 
We monitor school emails and G-Suite activity to ensure compliance with the 
Acceptable Use Agreement. As well as monitoring usage, we may also monitor content 
of emails/work etc. 

7. We follow LIFE Education Trust guidelines for the transfer of any data, such as MIS data 
or reports of children, to professionals working in the Local Authority or their partners in 
Children’s Services/Family Services, Health, Welfare and Social Services. 

8. All staff have their own unique username and private passwords to access 
school systems. Staff are responsible for keeping their passwords private. 

9. We require staff to use a different password for SIMs than the one they use to 
access computers. 

10. We require that any personal/sensitive material must be encrypted if the material is to 
be removed from the school, and limit such data removal. Data can only be transferred 
using encrypted devices or your school G-Suite account 

11. School staff who set up usernames and passwords for email, network access, work within 
the approved system and follow the security processes required by those systems 

12. We ask staff to undertake house-keeping checks at least annually to review, remove 
and destroy any digital materials and documents which need no longer be stored. 

 

Technical or Manual solutions 
1. Staff have Staff Drive on Google Drive to store sensitive documents or photographs 
2. We require staff to log-out of systems when leaving their computer 
3. The use of Flash Drives is not encouraged. Google Suite should be used if any member 

of staff must take sensitive information off site. 
4. We use RAv3 and Freedom2Roam for remote access into our system 
5. We use the DfE S2S site to securely transfer CTF pupil data files to DfE/other schools 
6. We use LGfL AutoUpdate for creation of online user accounts for access to services and 

online resources 
7. We use Google Suite for online document storage 



8. We store any sensitive/special category written material in lockable storage cabinets 
9. All servers are in lockable locations and managed by DBS checked staff 
10. Back ups are encrypted and stored in a locked room or in a secure off site area 
11. We comply with the WEEE directive on equipment disposal, by suing an approved 

disposal company for disposal of IT equipment. For systems, where any protected or 
restricted data has been held, (such as servers, photocopiers), we get a certificate of 
secure deletion. 

12. Portable equipment loaned by the school (for use by staff at home), where used for any 
protected data, is disposed of through the same procedure. 

13. Paper based sensitive information is shredded using an approved external contractor 
and a certificate of secure deletion is obtained 

 
Protection against Crypto Virus / Ransomware Attacks
 

1. Physical and virtual servers are backed up daily and stored onsite 
2. Sophos Intercept X and Malwarebytes protection are installed and kept up to date on all 

servers and devices 
3. Real-time built-in protection is provided by Google for the cloud-based data 
4. Ability to restore all data kept in the Cloud (On Google Drive) from the previous 30 days 
5. Protection is constantly reviewed by Director of Operations in conjunction with the Head 

of IT. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Online Safety Policy: Managing Internet Use 
 

All Schools within the Trust will: 
 

 Maintain broadband connectivity through the LGfL and so connects to the National 
Education Network; 

 Work in partnership with the LA to ensure any concerns about the system are communicated to 
LGfL so that systems remain robust and protect students; 

 Ensure network health through appropriate anti-virus software etc and network set-up so 

  staff and pupils cannot download executable files such as .exe / .com / .vbs etc.; 

 Ensure their network is ‘healthy’ by having the Network Manager and LGfL health checks 
regularly on the network; 

 Ensure the Systems Administrator / Network Manager is up-to-date with LGfL services and 
policies; 

 Ensures the Systems Administrator / Network Manager checks to ensure that the filtering 
methods are effective in practice and that they remove access to any website considered 
inappropriate by staff immediately; 

 Never allows students access to Internet logs 

  Has network auditing software installed; 

 Use security time-outs on Internet access where practicable / useful; 

 Use individual log-ins for students and all other users, except for Year R; 

 Never sends personal data over the Internet unless it is encrypted or otherwise secured; 

 Use ‘safer’ search engines with students such as Google and activates ‘safe’ search where 
appropriate; 

 Ensure students only publish within appropriately secure learning environments. See 
appendix 1a 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Online Safety Policy: Teaching and Learning 
 

All Schools within the Trust will: 
 

 Supervise students’ use at all times, and is vigilant in learning resource areas where older 
students have more flexible access; 

 Use the Webscreen filtering system which blocks sites that fall into categories such as 
pornography, race hatred, gaming, sites of an illegal nature;  

 Plan the curriculum context for Internet use to match students’ ability, using child- friendly 
search engines where more open Internet searching is required; Use Google for raw image 
search as set to safe search; 

 Inform users that Internet use is monitored; 

 Inform staff and students that that they must report any failure of the filtering systems 
directly to the person responsible for URL filtering. Our systems administrators report to 

  LGfL where necessary;  

 Block all chat rooms and social networking sites except those that are part of an educational 
network or approved Learning Platform; 

 Only use approved areas for students’ own online creative areas. See appendix 1a Only use 
approved sites for video conferencing such as ‘Skype’ or ‘Go To Meeting’. If in doubt please 
see the Network Manager 

 Only use Moodle, WordPress, G-Suite or school website for blogging – Logins for accounts 
must be given to CSD so they can access blogs  

 Only use approved or checked webcam sites; 

 Block student access to music download or shopping sites – except those approved for 
educational purposes such as LGfL’s Audio Network;  

 Require students and their parent/carer, to individually sign an e-safety / acceptable use 
agreement form which is fully explained and used as part of the teaching programme; 

 Require all staff to sign an Online Safety/ acceptable use agreement form and keeps a copy 
on file; 

 Make clear all users know and understand what the ‘rules of appropriate use’ are and 
what sanctions result from misuse – through staff meetings and teaching programme; 

 Keep a record, e.g. print-out, of any bullying or inappropriate behaviour for as long as is 
reasonable in line with the School behaviour management system; 

 Ensure parents/carers provide consent for students to use the Internet, as well as other ICT 
technologies, as part of the Online Safety acceptable use agreement form at time of 
their child’s entry to the School ; 

 Make information on reporting offensive materials, abuse / bullying etc available for pupils, 
staff and parents; 

 Immediately refers any material we suspect is illegal to the appropriate authorities – LA / 
Police. In accordance with Keeping Children Safe in Education 2016. 

 

 

 

 

 

 

 

 

 

 

 

 
 



Online Safety Policy: Education 
 

All Schools within the Trust will: 
 

 Foster a ‘No Blame’ environment that encourages students to tell a teacher / responsible adult 
immediately if they encounter any material that makes them feel uncomfortable;  

 Ensure students and staff know what to do if they find inappropriate web material i.e. to 
switch off monitor and report the URL to the teacher or System Manager. 

 Ensure students and staff know what to do if there is a cyber-bullying incident; 

 Have a clear, progressive Online Safety education programme throughout all Key Stages, 
built on LA / London / national guidance. Students are taught a range of skills and 
behaviours appropriate to their age and experience, such as: 

 

o to STOP and THINK before they CLICK 
o to expect a wider range of content, both in level and in audience, than is 

found in the School library or on TV; 
o to discriminate between fact, fiction and opinion; 
o to develop a range of strategies to validate and verify information before 

accepting its accuracy; 
o to skim and scan information; 
o to be aware that the author of a web site / page may have a particular bias or 

purpose and to develop skills to recognise what that may be; 
o to know some search engines / web sites that are more likely to bring 

effective results; 
o to know how to narrow down or refine a search;  
o to understand how search engines work; 

o to understand how photographs can be manipulated and how web content 
can attract the wrong sort of attention; 

o to understand ‘Netiquette’ behaviour when using an online environment 
such as a ‘chat’ / discussion forum, i.e. no bad language, propositions, or 
other inappropriate behaviour 

o to not download any files – such as music files - without permission; 
o to understand why they should not post or share detailed accounts of their 

personal lives, contact information, daily routines, photographs and videos;  
o to have strategies for dealing with receipt of inappropriate materials. 

 

 Ensure that when copying materials from the web, staff and students understand 
issues around plagiarism; how to check copyright and also know that they must 
observe and respect copyright / intellectual property rights; 

 Make training available to staff on Online Safety as appropriate. In depth training at 
least once per year. Plus Online Safety updates throughout the year; 

 Provide advice, guidance and training for parents/carers as necessary. 



 

Online Safety Policy: Infringements and 
sanctions – Students/Pupils 

 

Category A infringements 
 

 Use of non-educational sites during lessons 

 Unauthorised use of email 

 Unauthorised use of mobile devices in lessons  e.g. to send texts to friends  

 Use of unauthorised instant messaging / social networking sites 
 

[Sanction - referred to the School’s Online Safety Co-ordinator and/or Headteacher] 
 

Category B infringements 
 

 Continued use of non-educational sites during lessons after being warned 

 Continued unauthorised use of email after being warned 

 Continued unauthorised use of mobile devices after being warned 

 Continued use of unauthorised instant messaging / chatrooms, social networking sites, 
NewsGroups 

 Use of Filesharing software e.g. Napster, Vanbasco, BitTorrent, LiveWire, etc  

 Accidentally corrupting or destroying others' data without notifying a member of staff of it 

 Accidentally accessing offensive material and not logging off or notifying a member of staff 
of it 

 

[Sanction - referred to the School’s Online Safety Co-ordinator and/or Headteacher] 
 

Category C infringements 
 

 Deliberately corrupting or destroying someone’s data, violating privacy of others 

 Sending or posting a message that is regarded as harassment or of a bullying nature (one-
off) 

 Deliberately trying to access offensive or pornographic material Any purchasing or ordering 
of items over the Internet 

 Transmission of commercial or advertising material 
 

[Sanction - referred to the School’s Online Safety Co-ordinator and Headteacher] 
 

Other safeguarding actions 
 

If inappropriate web material is accessed: 
 

1. Ensure appropriate technical support filters the site 
2. Inform LA / Atomwide as appropriate 

 

Category D infringements 
 

 Continued sending or posting messages regarded as harassment or of a bullying nature 
after being warned  

 Deliberately accessing, downloading and disseminating any material deemed offensive, 
obscene, defamatory, racist, homophobic or violent 

 Receipt or transmission of material that infringes the copyright of another person or infringes 
the conditions of the Data Protection Act, revised 1988  

 Bringing the School name into disrepute 
 

[Sanction - referred to the School’s Online Safety Co-ordinator and Headteacher] 



Other safeguarding actions: 
 

1. Secure and preserve any evidence. 
2. Inform the sender’s service provider. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Online Safety Policy: 
Infringements - Employee 

 

Category A infringements (Misconduct) 
 

 Excessive use of Internet for personal activities not related to professional development e.g. 
online shopping, personal email, instant messaging etc. 

 Misuse of first level data security, e.g. wrongful use of passwords 

 Breaching copyright or license e.g. installing unlicensed software on network 

 Unauthorised accessing the Main Network / Email / Internet / Intranet by using someone 
else’s account. 

 

[Referred to the School’s Online Safety Co-ordinator and/or Headteacher for sanction] 
 

Category B infringements (Gross Misconduct) 
 

 Serious misuse of, or deliberate damage to, any School computer hardware or software; 

 Any deliberate attempt to breach data protection or computer security rules; 

 Deliberately accessing, downloading and disseminating any material deemed offensive, 
obscene, defamatory, racist, homophobic, violent or prejudicial; 

 Receipt or transmission of material that infringes the copyright of another person 
or infringes the conditions of the Data Protection Act, revised 1988 

 Bringing the School name into disrepute. 
 

[Referred to the School’s Online Safety Co-ordinator and Headteacher for sanction] 
 

Other safeguarding actions: 
 

 Remove the PC to a secure place to ensure that there is no further access to the PC or 
laptop and further access to the School’s network will be blocked.  

 Instigate an audit of all ICT equipment by an outside agency, such as the School’s ICT 
managed service providers to ensure there is no risk of pupils accessing inappropriate 
materials in the school 

 Identify the precise details of the material.  
 
If a member of staff commits an exceptionally serious act of gross misconduct they should be 
instantly suspended. Normally though, there will be an investigation before disciplinary action 
is taken for any alleged offence. As part of that, the member of staff will be asked to explain 
their actions and these will be considered before any disciplinary action is taken. 
 

Each School within the Trust is likely to involve external support agencies as part of these 
investigations e.g. an ICT technical support service to investigate equipment and data 
evidence, the Trust HR provider. 
 

Illegal Material suspected 
 

If illegal material is found or suspected, immediately notify the headteacher. 
Investigations should never be carried out alone. 
 

 For illegal activity – report to the police 

 Illegal content – report to IWF and/or police 

 Young person at risk – report to CEOP and police 
 

The Headteacher will immediately consider suspension of staff implicated. 
 

Police contact: free phone number 0808 100 00 40 or 
http://www.met.police.uk/childpornography/index.htm 
 

http://www.met.police.uk/childpornography/index.htm


Anyone may report any inappropriate or potentially illegal activity or abuse with or towards 
a child online to the Child Exploitation and Online Protection (CEOP): 
http://www.ceop.gov.uk/reporting_abuse.html 
 

How will staff and students be informed of these procedures? 
 

 They will be fully explained and included within the School ’s Online Safety/ 
Acceptable Use Policy. All staff will be required to sign the School ’s Online Safety 

Policy acceptance form; 
 Students will be taught about responsible and acceptable use and given strategies to 

deal with incidents so they can develop ‘safe behaviours’. Students will sign e-safety / 

acceptable use form; 

 The Trust’s Online Safety policy will be made available and explained to parents, and 
parents will sign an acceptance form when their student starts at the School . 

 Information on reporting abuse / bullying etc will be made available by the School 
for students, staff and parents. 

http://www.ceop.gov.uk/reporting_abuse.html


Online safety Policy: Use of digital images 
 

All Schools within the Trust will ensure: 
 

 The Headteacher takes overall editorial responsibility to ensure that the website 
content is accurate and quality of presentation is maintained; 

 Uploading of information is restricted to an administration officer. 

 The School  web site complies with the Trust's guidelines for publications; 

 Most material is the School ’s own work; where other’s work is published or linked to, we 
credit the sources used and state clearly the author's identity or status; 

 The point of contact on the web site is the School address and telephone number. 
Home information or individual e-mail identities will not be published;  

 Photographs published on the web do not have full names attached. This includes all 
media posted to social media sites 

 They gain parental / carer permission for use of digital photographs or video involving 
their child as part of the School agreement form when their child joins the School ; 

 Digital images /video of students are stored in the teachers’ shared images folder on the 
network and images are deleted at the end of the year, unless an item is specifically kept 
for a key School publication; 

 They do not use students’ full names when saving images in the file names or in the 
<ALT> tags when publishing to the School website; 

 They do not include the full names of students in the credits of any published School 
produced video materials / DVDs; 

 Staff sign the Trust’s Acceptable Use Policy and this includes a clause on the use of 
any photographic equipment for taking pictures of students; 

 Students are only able to publish to their own ‘safe’ web-portal on approved sites. 
See appendix 1a 

 Students are taught to publish for a wide range of audiences which might include 
local governors, parents or younger children as part of their ICT scheme of work; 
Students are taught about how images can be abused in their Online education 
programme. 



E-safety Policy: Managing email 
 

All Schools within the Trust will ensure: 
 

 They do not publish personal e-mail addresses of students or staff on the School 
website. We use anonymous or group e-mail addresses, for example info@School 
name.la.sch.uk / head@School name.la.sch.uk / info.sch.la@lgfl.net / 
year3.sch.la@lgfl.net for any communication with the wider public. 

 If one of the Trust’s staff or students receives an e-mail that is considered to be 
particularly disturbing or breaks the law, the police will be contacted. 

 Accounts are managed effectively, with up to date account details of users. 
 
Students: 
 

 They only use LgfL ‘safemail’ for students or controlled G-Suite email 
 Students should use the School domain e-mail accounts on the School system. 

Students are introduced to, and use e-mail as part of the ICT Computing scheme of 
work. 

 Students are taught about the safety and ‘netiquette’ of using e-mail i.e. 
o not to give out their e-mail address unless it is part of a School managed 

project or someone they know and trust and is approved by their teacher or 
parent/carer; 

o that an e-mail is a form of publishing where the message should be clear, 
short and concise; 

o that any e-mail sent to an external organisation should be written carefully 
and authorised before sending, in the same way as a letter written on School 
headed paper 

o they must not reveal private details of themselves or others in e-mail, such 
as address, telephone number, etc; 

o to ‘Stop and Think Before They Click’ and not open attachments unless sure 
the source is safe; 

o the sending of attachments should be limited; 
o embedding adverts is not allowed; 
o that they must immediately tell a teacher / responsible adult if they receive an 

e-mail which makes them feel uncomfortable, is offensive or bullying in 
nature; 

o not to respond to malicious or threatening messages, 
o not to delete malicious of threatening e-mails, but to keep them as evidence 

of bullying; 
o not to arrange to meet anyone they meet through e-mail without having 

discussed with an adult and taking a responsible adult with them; 
o that forwarding ‘chain’ e-mail letters is not permitted; 

 

 Students sign the Trust Agreement Form to say they have read and understood the 
e-safety rules, including e-mail and we explain how any inappropriate use will be 
dealt with. 

 
Staff: 
 

 Staff should use School e-mail systems for professional purposes; including cover 
work to ensure prompt delivery. 

 Access in School to external personal e-mail accounts may be blocked; 

 Staff are aware that e-mail sent to an external organisation must be written carefully, 
(and may require authorisation), in the same way as a letter written on School headed 

 paper. That it should follow the School ‘house-style’; 
o the sending of attachments should be limited; 
o the sending of chain letters is not permitted; 

mailto:info@schoolname.la.sch.uk
mailto:info@schoolname.la.sch.uk
mailto:info@schoolname.la.sch.uk
mailto:info.sch.la@lgfl.net
mailto:year3.sch.la@lgfl.net


o embedding adverts is not allowed; 
 

 Staff sign the appropriate Trust’s Agreement Form to say they have read 
and understood the Online safety rules, including e-mail and we explain how 
any inappropriate use will be dealt with. 



Online safety Policy: Online Bullying and Child Protection 
 

“Bullying can be done verbally, in writing or images, including through 
communication technology (cyber bullying) e.g.: graffiti, text messaging, e-mail or 
postings on websites. It can be done physically, financially (including damage to 
property) or through social isolation. Verbal bullying is the most common form.” 
 

If a bullying incident directed at a child occurs using email or mobile phone 
technology either inside or outside of School time. 
 

1. Advise the child not to respond to the message 
2. Refer to relevant policies including Online Safety/acceptable use, anti-bullying 

and PHSE and apply appropriate sanctions 
3. Secure and preserve any evidence – Get screenshots if the bullying has taken 

place on a mobile device. If you are unsure how to do this please consult with 
Network Manager. 

4. Inform the sender’s e-mail service provider 
5. Notify parents/carers of the children involved 
6. Consider delivering a parent workshop for the School  community 
7. Consider informing the police depending on the severity or repetitious nature of offence 
8. Inform the LA Online Safety officer 
 

If malicious or threatening comments are posted on an Internet site about a pupil or 
member of staff: 
 

1. Inform and request the comments be removed if the site is administered externally 
2. Secure and preserve any evidence 
3. Send all the evidence to the Head of Harm Reduction at CEOP at 

ww.ceop.gov.uk/contact_us.html 
4. Endeavour to trace the origin and inform police as appropriate 
5. Inform LA Online Safety officer 
 

“As with all forms of harm or abuse, there is no exhaustive list of signs or indicators to watch 
out for. But these can include: changes in children’s behaviour, demeanour, physical 
appearance and presentation, language or progress. “ 
 

If you are concerned that a child’s safety is at risk because you suspect 
someone is using communication technologies (such as social networking sites) 
to make inappropriate contact with the child: 
 

1. Report to and discuss with the named Designated Safeguarding Lead in School 
and contact parents 

2. Advise the child on how to terminate the communication and save all evidence 
3. Contact CEOP http://www.ceop.gov.uk/ 
4. Consider the involvement police and social services 
5. Inform Online Safety officer 
 

Children should be confident in a no-blame culture when it comes to reporting 
inappropriate incidents involving the internet or mobile technology: they must be 
able to do this without fear. 
 

Handling a sexting /naked selfie incident: 
 

There should always be an initial review meeting, led by the Designated Safeguarding 
Lead (DSL) School . This should consider the initial evidence and aim to establish: 
 

 Whether there is an immediate risk to a young person or young people, when assessing the 
risks the following should be considered: 



o Why was the imagery shared? Was the young person coerced or put under pressure 
to produce the imagery? 

o Who has shared the imagery? Where has the imagery been shared? Was it shared 
and received with the knowledge of the pupil in the imagery? 

o Are there any adults involved in the sharing of imagery? 
o What is the impact on the pupils involved? 
o Do the pupils involved have additional vulnerabilities? 
o Does the young person understand consent? 
o Has the young person taken part in this kind of activity before?  

 If a referral should be made to the police and/or children’s social care 

 If it is necessary to view the imagery in order to safeguard the young person – in most 
cases, imagery should not be viewed 

 What further information is required to decide on the best response 

 Whether the imagery has been shared widely and via what services and/or platforms. This 
may be unknown. 

 Whether immediate action should be taken to delete or remove images from devices or 
online services 

 Any relevant facts about the young people involved which would influence 
risk assessment 

 If there is a need to contact another School , college, setting or individual 

 Whether to contact parents or carers of the pupils involved - in most cases parents or 
carers should be involved 

 

An immediate referral to police and/or children’s social care should be made if at this initial 
stage: 
 

1. The incident involves an adult 
2. There is reason to believe that a young person has been coerced, blackmailed or 

groomed, or if there are concerns about their capacity to consent (for example owing 
to special educational needs) 

3. What you know about the imagery suggests the content depicts sexual acts 
which are unusual for the young person’s developmental stage, or are violent 

4. The imagery involves sexual acts and any pupil in the imagery is under 13 
5. You have reason to believe a pupil or pupil is at immediate risk of harm owing to the 

sharing of the imagery, for example, the young person is presenting as suicidal or 
self-harming 

 

If none of the above apply then a School may decide to respond to the incident without 
involving the police or children’s social care (a School can choose to escalate the incident at 
any time if further information/concerns come to light). 
 

The decision to respond to the incident without involving the police or children’s social care 
would be made in cases when the DSL is confident that they have enough information to 
assess the risks to pupils involved and the risks can be managed within the School ’s pastoral 
support and disciplinary framework and if appropriate local network of support. 



 

 

 

 

Acceptable Use Agreement: Staff, Volunteers, Governors & 
Contractors 

 

Covers use of all digital technologies while in school: i.e. email, internet, intranet, network 
resources, learning platform, software, communication tools, social networking tools, school 
website, apps and other relevant digital systems provided by the school or school 
umbrella body (Local Authority, Academy, Free School Trust, etc). 
 

Also covers school equipment when used outside of school, use of online systems 
provided by the school or school umbrella body when accessed from outside school, 
and posts on social media made from outside school premises/hours which reference 
the school or which might bring your professional status into disrepute. 
 

LIFE Education Trust regularly reviews and updates all AUP documents to ensure that 
they are consistent with the school Online Safety Policy. 
 

These rules will help to keep everyone safe and to be fair to others. Please note that 
school systems and users are protected and monitored by security and filtering services to 
provide safe access to digital technologies. Your behaviour online when in school and on 
all school devices whether in school or otherwise may therefore be subject to monitoring. 
 

 I will only use the school’s digital technology resources and systems for professional 
purposes or for uses deemed ‘reasonable’ by the Head and Governing Body. 

 I will not reveal my password(s) to anyone but the Head of IT for troubleshooting purposes 
when required. 

 I will follow ‘good practice’ advice in the creation and use of my password and change my 
passwords regularly. If my password is compromised, I will ensure I change it.  

 I will not use anyone else’s password if they reveal it to me and will advise them to 
change it. I will not allow unauthorised individuals to access email / internet / intranet / 
network / social networks / mobile apps / or any other system I have access to via the 
school or school umbrella. 

 I will ensure all documents, data, etc. are printed, saved, accessed and deleted / shredded 
in accordance with the school’s network and data security protocols.  

 I will not engage in any online activity that may compromise my professional responsibilities 

 I will only use the approved email system(s) for any school business.This is currently: LGfL 
StaffMail & Google Suite 

 I will only use the approved method/s of communicating with pupils or parents/carers: email 

system LondonMail and /or Google Suite, and only communicate with them in a professional 
manner and on appropriate school business. 

 I will not support or promote extremist organisations, messages or individuals.  

 I will not give a voice or opportunity to extremist visitors with extremist views. 

 I will not browse, download or send material that is considered offensive or of an extremist 
nature by the school. 

 I will report any accidental access to, or receipt of inappropriate materials, or filtering 
breach or equipment failure to the Headteacher and Mr Garet (Head Of IT). 

 I will not download any software or resources from the internet that can compromise 
the network or might allow me to bypass the filtering and security system or are not 
adequately licensed 

 I will check copyright and not publish or distribute any work including images, music 
and videos, that is protected by copyright without seeking the author’s permission.  

 I will not connect any device (including USB flash drive), to the network that does not 
have up-to-date anti-virus software, and I will keep any ‘loaned’ equipment up-to-
date, using the school’s recommended anti-virus and other ICT ‘defence’ systems. 



 I will not use personal digital cameras or camera phones or digital devices for taking, 
editing and transferring images or videos of pupils or staff and will not store any such 
images or videos at home or on any personal devices. 

 I will follow the school’s policy on use of mobile phones / devices at school and will 
not use them during working hours 

 I will only use school approved equipment for any storage, editing or transfer of digital 
images / videos and ensure I only save photographs and videos of children and staff 
on the appropriate system or staff-only drive within school. 

 I will only I take or publish images of staff and students with their permission and in 
accordance with the school’s policy on the use of digital / video images. Images 
published on the school website, online learning environment etc. will not identify 
students by name, or other personal information. 

 I will use the school’s Learning Platform or online cloud storage service in 
accordance with school protocols.  

 I will ensure that any private social networking sites / blogs, etc. that I create or 
actively contribute to are not confused with my professional role. 

 I will ensure, where used, I know how to use any social networking sites / tools 
securely, so as not to compromise my professional role. 

 I agree and accept that any computer or laptop loaned to me by the school, is provided 
solely to support my professional responsibilities and that I will notify the school of any 
“significant personal use” as defined by HM Revenue & Customs. 

 I will only access school resources remotely (such as from home) using the LGfL / 
school approved system and follow e-security protocols to interact with them. 

 I will ensure any confidential data that I wish to transport from one location to another is 
protected by encryption and that I follow school data security protocols when using any 
such data at any location. 

 I understand that data protection policy requires that any information seen by me 
regarding staff or pupil information, held within the school’s information management 
system, will be kept private and confidential, EXCEPT when it is deemed necessary 
that I am required by law to disclose such information to an appropriate authority. 

 I am aware that under the provisions of the GDPR (General Data Protection Regulation), 
my school and I have extended responsibilities regarding the creation, use, storage and 
deletion of data, and I will not store any pupil data that is not in line with the school’s data 

policy and adequately protected. The school’s data protection officer must be aware of all 
data storage. 

 I understand it is my duty to support a whole-school safeguarding approach and will 
report any behaviour of other staff or pupils, which I believe may be inappropriate or 
concerning in any way, to the relevant Senior Member of Staff / Designated 
Safeguarding Lead. 

 I understand that all internet and network traffic / usage can be logged and this 
information can be made available to the Head / Safeguarding Lead on their request. 

  I understand that internet encrypted content (via the https protocol), may be scanned 
for security and/or safeguarding purposes. 

 I understand that I have a responsibility to uphold the standing of the teaching 
profession and of the school, and that my digital behaviour can influence this. 

  Staff that have a teaching role only: I will embed the school’s online safety / digital 
literacy / counter extremism curriculum into my teaching. 

 

 

 

 
 
 
User Signature 
 

I agree to abide by all the points above. 
 

Acceptable Use Policy (AUP): Agreement Form 
 

All Staff, Volunteers, Governors 
 

 



I understand that I have a responsibility for my own and others’ e-safeguarding and 
I undertake to be a ‘safe and responsible digital technologies user’. 
 

I understand that it is my responsibility to ensure that I remain up-to-date and read 
and understand the school’s most recent online safety / safeguarding policies. 
 

I understand that failure to comply with this agreement could lead to disciplinary action. 
 

 

Signature .............................................. Date .......................................... 
 

 

Full Name ............................................................................... (printed) 
 

 

Job title / Role ....................................................................................................... 
 

 

Authorised Signature (Head Teacher / Deputy) 
 

I approve this user to be set-up on the school systems relevant to their role 
 

 

Signature ............................................... Date ............................................. 
 

 

Full Name ................................................................. (printed) 
 

 

 

 

 

 

 



Appendix A Email Protocol –Code of Conduct 
 

Users must: 
 

 within working hours, respond to emails in a timely and appropriate fashion. The system is 
designed for speedy communication. If urgent, the email requires a prompt response, 
otherwise a response should be sent within a reasonable timeframe according to the nature 
of the enquiry; 

 not use anonymous mailing services to conceal identity when mailing through the 
Internet, falsify e-mails to make them appear to originate from someone else, or provide 
false information to any Internet service which requests name, e-mail address or other 
details; 

 not abuse others (known as ‘flaming’), even in response to abuse directed at themselves; 
 not use electronic media and services in a manner that is likely to cause network 

congestion or significantly hamper the ability of other people to access and use the 
system; 

 not use, transfer or tamper with other people’s accounts and files; 

 not use their own equipment to connect to the School’s network unless specifically 
permitted to do so and the equipment meets appropriate security and other standards. Not 
under any circumstances use personal equipment containing inappropriate images or links 
to them, to be brought into the workplace. This will raise serious concerns about the 
suitability of the adult to continue to work in a School or with children. 

 ensure that pupils are not exposed to any inappropriate images or web links whether on 
School owned computers or on their own computer/equipment used for School purposes 
(where this has been authorised). School/service and adults need to ensure that internet 
equipment used by children have the appropriate controls with regards to access. E.g. 
personal passwords should be kept confidential.; 

 not store sensitive or confidential data on their own equipment – this extends to personal 
cameras, mobile phones and other similar devices; 

 use unsecured disks/memory sticks (all disks/memory sticks used must be encrypted and/or 
password protected); 

 respect all copyrights and cannot copy, retrieve, modify or forward copyrighted materials 
except as permitted by the copyright owner; 

 not use the internet/intranet facilities or equipment to deliberately propagate any 
virus, worm, Trojan horse or any such other programme that is harmful to normal 
computer operations; 

 

If a user finds they are connected accidentally to a site that contains sexually explicit or 
offensive material, they must disconnect from that site immediately. Such unintentional access 
to inappropriate internet sites must be reported immediately to their line manager. Any failure 
to report such access may result in disciplinary action. 
 

Except in cases in which explicit authorisation has been granted by an appropriate 
manager, employees are prohibited from engaging in, or attempting to engage in: 
 

 monitoring or intercepting the files or electronic communications of other employees or 
third parties; 

 hacking or obtaining access to systems or accounts they are not authorised to use; 

 using other people's log-ins or passwords; 

 breaching, testing, or monitoring computer or network security measures; 

 interfering with other people’s work or computing facilities; 

 sending mass e-mails without consultation with the Head teacher. Global sends (send to 
everybody in the Global address book) are prohibited; 



 

Appendix B Email Good Practice Guide –Code of Conduct 

   

  Good Practice 

Read When it is important to know that a recipient has opened a message, it is recommended 
receipt that the sender invoke the ‘read receipt’ option. 

Attachment When attaching a file it will have a specific format. Be aware of the possibility that a 
formats recipient may not have the software necessary to read the attachment. Format 

 incompatibility can occur even between successive versions of the same software, e.g. 
 different version of Microsoft Word. 

E-mail If messages are regularly sent to the same group of people, the addressing process can 
address be speeded up by the creation of a personal group in the personal address book. 
groups   

Message Convey as much information as possible within the size limitation. This will help those 
header, or who get a lot of e-mails to decide which are most important, or to spot one they are 
subject waiting for. 

Subject Avoid sending messages dealing with more than one subject. These are difficult to give a 
 meaningful subject heading to, difficult for the recipient to forward on to others for action, 
 and difficult to archive. 

Recipients Beware of sending messages to too many recipients at once. When sending messages 
 for more than one-person’s use be sure to indicate people for whom there is some 
 expectation of action or who have central interest.  cc to indicate those who have 
 peripheral interest and who are not expected to take action or respond unless they wish 
 to do so. 

Replying When replying to a message sent to more than one person, do not routinely reply to all 
 recipients of the original message. Consider who needs to read your reply, e.g. if the 
 sender is organising a meeting and asking you for availability dates, you need only reply 
 to the sender. 

Absent If you have your own e-mail address, it is possible, for users of MS Exchange or have 
 local enhancements to MS-mail, to set the ‘out of office’ message when you are going to 
 be away for some time, e.g. on annual leave. You won’t lose your messages, they will 
 await your return, but the sender will know that you’re not there and can take alternative 
 action if necessary. 

Evidential Never forget that electronic conversations can produce an evidential record which is 
record absent in a telephone conversation. Comments made by an employee during the course 

 of an exchange of e-mails could be used in support, or in defence, of the school’s legal 
 position in the event of a dispute. 

Legal Computer generated information can now be used in evidence in the courts. 
records Conversations conducted over the e-mail can result in legally binding contracts being put 

 into place. 

Distribution Keep personal distribution lists up-to-date and ensure you remove individuals from lists 
lists that no longer apply to them 

E-Mail Include the previous message when making a reply. This is called a thread. Threads are 
threads a series of responses to an original message. It is best that a response to a message is 

 continued by using reply accessed on the quick menu bar, rather than start an entirely 
 new message for a response. Keep the thread information together. It is easier for the 
 participants to follow the chain of information already exchanged. If the message gets too 
 long the previous parts can be edited while still leaving the essence of the message. 

Context E-mail in the right context, care should be taken to use e-mail where appropriate. There 
 may be occasions when a telephone call would be more appropriate especially on 
 delicate matters. Beware of the use of excessive use of capitals. It can be interpreted as 
 shouting so consider how the style of your email may be interpreted by its recipient. 

Forwarding Consideration should be given when forwarding e-mails that it may contain information 
e-mails that you should consult with the originator before passing to someone else. 

Large e- For larger e-mails, particularly Internet e-mails, where possible send at the end of the day 
mails as they may cause queues to form and slow other peoples e-mail. 



Appendix C Social networking – Code of Conduct 
 

Access to Social Networking Sites 
 

Staff should adhere to the policy and procedures regarding the ICT usage including Social 
Networking Sites as set out in the ICT Policy. All employees should understand the 
implications of inappropriate and improper use of social networking sites at home in their own 
personal time that may result in disciplinary action being taken. 
 

The following permissions are given in respect of social networking applications: 
 

a) Complete block from personal use during working time and/or using the 
school’s computer network. 

 

Managing social networking sites 
 

This may include internal forums for staff and outward facing forums for 
School activities/clubs etc. 
 

It is important to ensure that employees, members of the public and other users of online 
services know when a social networking application is being used for official school/ 
purposes. To assist with this, all employees must adhere to the following requirements: 
 

 only use an official (i.e. not personal) email addresses for user accounts which will be used 
for official purposes; 

 appropriate feedback and complaints information must be published in a prominent place 
which is easily accessible to other users; 

 the school’s logo and other branding elements should be used where appropriate to 
indicate the school’s support. The school’s logo should not be used on social 
networking applications which are unrelated to or are not representative of the school’s 
official position; 

 employees should identify themselves as their official position held within the School on 
social networking applications. eg through providing additional information on user profiles; 

 employees should ensure that any contributions on any social networking application 
they make are professional and uphold the reputation of the school– the general rules on 
internet/email apply; 

 employees should not spend an unreasonable or disproportionate amount of time during the 
working day developing, maintaining or using sites; 

 employees must not promote or comment on personal matters (including personal/ financial 
matters), commercial ventures, political matters or campaigns, religious or other matters; 

 employees should be aware that sites will be monitored. 
 

Personal social networking sites 
 

All employees of the school, individuals engaged by the School or individuals acting on behalf 
of the School from third party organisations should bear in mind that information they share 
through social networking applications, even if they are on private spaces, may still be the 
subject of actions for breach of contract, breach of copyright, defamation, breach of data 
protection, breach of confidentiality, intellectual property rights and other claims for damages. 
Employees must therefore not publish any content on such sites that is inappropriate or may 
lead to a claim, including but not limited to material of an illegal, sexual or offensive nature that 
may bring the School or the local authority into disrepute (see Appendix B for examples of such 
content). 
 
Employees using social networking sites must also operate at all times in line with the school’s 
Equality and Diversity policy, failure to do so may lead to disciplinary action, up to and 
including dismissal. 
 



Social networking applications include, but are not limited to, public facing applications such as 
open discussion forums and internally-facing applications, (i.e. e-folio) regardless of whether 
they are hosted on School networks or not. The School expects that users of social networking 
applications will always exercise due consideration for the rights of others and that users will 
act strictly in accordance with the terms of use set out in this code. 
 

Any communications or content published on a social networking site which is open to public 
view, may be seen by members of the School community. Employees hold positions of 
responsibility and are viewed as such in the public domain. Inappropriate usage of social 
networking sites by employees can have a major impact on the employment relationship. Any 
posting that causes damage to the school, any of its employees or any third party’s reputation 
may amount to misconduct or gross misconduct which could result in disciplinary action, up to 
and including dismissal. Employees must not use social networking sites for actions that would 
put other employees in breach of this policy. 
 

Employees should not use personal sites for any professional activity or in an abusive or 
malicious manner. The School reserves the right to require the closure of any applications 
or removal of content published by employees which may adversely affect the reputation of 
the School or put it at risk of legal action. 
 

Posting inappropriate images 
 

Indecent images of any employee that can be accessed by students, parents or members of the 
public are totally unacceptable and can lead to child protection issues as well as bringing the 
School into disrepute. 
 

Posting inappropriate comments 
 

It is totally unacceptable for any employee to discuss pupils, parents, work colleagues 
or any other member of the School community on any type of social networking site. 
Reports about oneself may also impact on the employment relationship for example if 
an employee is off sick but makes comments on a site to the contrary. 
 

Social interaction with pupils (past and present) 
 

Employees should not engage in conversation with pupils on any personal social networking 
sites and should be circumspect in personal network contact with former pupils, particularly 
those under the age of 18 years. This would also apply to individuals who are known to be 
vulnerable adults. Offers of assistance to a pupil with their studies via any social networking site 
are inappropriate and also leaves the employee vulnerable to allegations being made. It would 
be very rare for employees to need to interact with pupils outside of School in a social setting 
and by communicating with them on social networking sites, is tantamount to the same. 
Individuals working in the School should ensure that personal social networking sites are set at 
private and that pupils are never listed as approved contacts. 
 

Individuals working in the School should not use or access social networking sites of pupils. 
 

Making Friends 
 

Employees should be cautious when accepting new people as friends on a social 
networking site where they are not entirely sure who they are communicating with. Again 
this may leave employees vulnerable to allegations being made. 
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These rules will keep everyone safe and help us to be fair to all. 
 

 I will only use the Trust’s computers for School work and homework. 
 

 I will only edit or delete my own files. 
 

 I will not look at or change other people’s files without their permission. 
 

 I will keep my login and password secret. 
 

 I will not bring files into School without permission or upload inappropriate material to my 
workspace. 

 

 I will ask permission from a member of staff before using the Internet and will not visit 
Internet sites I know to be banned by the School. I am aware that some websites and 
apps including social networks and games have age restrictions and I should respect 
them. 

 

 I will only e-mail people I know, or who my teacher has approved. 
 

 The messages I send, or information I upload, will always be polite and sensible. I 
will not participate in any form of Online bullying. 

 

 I will not open an attachment, or download a file, unless I have permission or I know 
and trust the person who has sent it. 

 

 I will not give my home address, phone number, send a photograph or video, or give any 
other personal information that could be used to identify me, my family or my friends. 

 

 I will never arrange to meet someone I have only ever previously met on the Internet or by 
email or in a chat room, unless my parent or guardian has given me permission and I take 
a responsible adult with me. 

 

 If I see anything I am unhappy with or I receive a message I do not like, I will 
not respond to it but I will tell a teacher / responsible adult. 
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LIFE Education Trust regularly reviews and updates all Acceptable Use documents to ensure 
that they are consistent with the school Online Safety and Safeguarding Policies, on each 
school’s websites. We attempt to ensure that all students have good access to digital 
technologies to support their teaching and learning and we expect all our students to agree to 
be responsible users to help keep everyone safe and to be fair to others. 
 

Your child/young person will be asked to read and sign an Acceptable Use Policy tailored to 
his/her age. Please read this carefully – it is attached below and can be found on the school’s 
websites. 

Parents Acceptable Use Agreement 
 

Internet and IT: As the parent or legal guardian of the pupil(s) named below, I grant permission 
for the school to give my daughter / son access to: 

o the internet at school 
o the school’s chosen email system 

o Google Suite, Office 365 Moodle, SMARTAmp, Show My Homework, Doddle and any 
other online teaching resources we use in school. 

 

I accept that ultimately the school cannot be held responsible for the nature and content of 
materials accessed through the internet and mobile technologies, but I understand that the 
school takes every reasonable precaution to keep pupils safe and to prevent pupils from 
accessing inappropriate materials. 
 

I understand that all internet and device use in school is subject to filtering and monitoring; I 
understand that all school-owned devices used outside of school may also be subject to filtering 
and monitoring, and should be used in the same manner as when in school. 
 

Use of digital images, photography and video: I understand the school has a clear policy on 
“The use of digital images and video” and I support this. 
 

I understand that the school will necessarily use photographs of my child or including them in 
video material to support learning activities. 
 

I accept that the school may use photographs / video that includes my child in publicity that 
reasonably promotes the work of the school, and for no other purpose. 
 

Social networking and media sites: I understand that the school has a clear policy on “The 
use of social networking and media sites” and I support this. The impact of social media use is 
often felt in schools, and this is why we expect certain behaviours from pupils when using social 
media at all times. 
 

I will not take and then share online, photographs, videos etc., about other children (or staff) at 
school events, without permission. 
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I understand that the school takes any inappropriate behaviour seriously and will respond to 
observed or reported inappropriate or unsafe behaviour. 
 
I understand that my son/daughter has agreed in the pupil acceptable-use policy not to search 
for or share any material that could be considered offensive, harmful or illegal. This might 
include bullying or extremist/hate/discriminatory content. 
 

I will support the school by promoting safe and responsible use of the internet, online services 
and digital technology at home. I will inform the school if I have any concerns. 
 

Name(s) 
 

of 
 

pupil/student: 
 

_______________________________________ 
 

 

Parent 

 

 

/ 

 

 

guardian 

 

 

signature: 

 

 

______________________________________ 
 

Date: ___/___/___ 



The use of digital images and video 
 

To comply with the General Data Protection Regulation (which supersedes the 1998 Data 
Protection Act), we need your permission before we can photograph or make recordings of your 
daughter / son. 
 

LIFE Education Trust rules for any external use of digital images are: 
 

If the pupil is named, we avoid using their photograph. 
If their photograph is used, we avoid naming the pupil. 

 

Where showcasing examples of pupils’ work we only use their first names, rather than their full 
names. 
 

If showcasing digital video work to an external audience, we take care to ensure that pupils 
aren't referred to by name on the video, and that pupils’ full names aren't given in credits at the 
end of the film. 
 

Only images of pupils in suitable dress are used. 
 

Staff are not allowed to take photographs or videos on their personal equipment. 
 

------------------------------------------------------------------------ 
 

Examples of how digital photography and video may be used at school include: 
 

 Your child being photographed (by the class teacher or teaching assistant) as part of a 
learning activity, e.g. taking photos or a video of progress made by a nursery child, as part 
of the learning record, and then sharing with their parent / guardian. 

 

 Your child’s image being used for presentation purposes around the school, e.g. in class 
or wider school wall displays or PowerPoint© presentations. 

 

 Your child’s image being used in a presentation about the school and its work in order to 
share its good practice and celebrate its achievements, which is shown to other parents, 
schools or educators, e.g. in our school prospectus or on our school website. On rare 
occasions, your child’s picture could appear in the media if a newspaper photographer or 
television film crew attends an event. 

 

Note: If we, or you, actually wanted your child’s image linked to their name we would contact 
you separately for permission, e.g. if they won a national competition and wanted to be named 
in local or government literature. 
 

 

 

 

 

 



The use of social networking and online media 
 

This school asks its whole community to promote the ‘three commons’ approach to online 
behaviour: 
 

 Common courtesy 

 Common decency 

 Common sense 
 

How do we show common courtesy online? 

 We ask someone’s permission before uploading photographs, videos or any other 
information about them online. 

 We do not write or upload ‘off-hand’, hurtful, rude or derogatory comments and materials. To 
do so is disrespectful and may upset, distress, bully or harass. 

 

How do we show common decency online? 

 We do not post comments that can be considered as being intimidating, racist, sexist, 
homophobic or defamatory, or encourage extremist views. This is online bullying 
and may be harassment or libel. 

 When such comments exist online, we do not forward such emails, tweets, videos, etc. 
Creating or forwarding such materials can make us liable for prosecution. 

 

How do we show common sense online? 

 We think before we click. 

 We think before we upload comments, photographs and videos.  

 We think before we download or forward any materials. 

 We think carefully about what information we share with others online, and we check 
where it is saved and check our privacy settings. 

 We make sure we understand changes in use of any websites we use.  

 We block harassing communications and report any abuse. 
 

Any actions online that impact on the school and can potentially lower the school’s (or someone in 
the school) reputation in some way or are deemed as being inappropriate will be responded to. 
 

If any member of staff, student or parent/carer is found to be posting libellous or inflammatory 
comments on the internet or any social media, they will be reported to the appropriate 'report 
abuse' section of the network site (all social media have clear rules about content which can be 
posted and have robust mechanisms to report breaches). Pupils and staff would be disciplined 
appropriately, and we expect parents to support us in this and behave appropriately themselves. 
 

In serious cases, we will also consider legal options to deal with any such misuse. 
 

The whole school community is reminded of the CEOP process for reporting inappropriate 
sexual approaches towards children at thinkuknow.co.uk/parents 

https://www.thinkuknow.co.uk/parents/


 

 

 

 

 

 

Key Stage 1: Acceptable Use Agreement 
 
  

This is how I keep SAFE online: 
 

 

1. I only use the devices I’m ALLOWED to 
 

2. I CHECK before I use new sites, games or apps 

 

3. I ASK for help if I’m stuck 

 

4. I THINK before I click 

 

5. I KNOW people online aren’t always who they say 

 

6. I don’t keep SECRETS just because someone asks me to 

 

7. I don’t change CLOTHES in front of a camera 

 

8. I am RESPONSIBLE so never share private information 

 

9. I am KIND and polite to everyone 
 

 

10. I TELL a trusted adult if I’m worried, scared or just not sure 
 

 

 

My trusted adults are ____________________ at school 
 

____________________ at home and ____________________ 
 

 

 

 

 

My name is ____________________ 
 

 



 

 

 

 

 

 

 

KS2 PUPIL ONLINE ACCEPTABLE USE AGREEMENT 
 

This agreement will help keep me safe and help me to be fair to others 
 

 I am an online digital learner – I use the school’s internet and 

devices for schoolwork, homework and other activities to learn and 

have fun. I only use sites, games and apps that my trusted adults 

say I can. 

 

 I am a secure online learner – I keep my passwords to myself and 

reset them if anyone finds them out. 

 

 I am careful online – I think before I click on links and only 

download when I know it is safe or has been agreed by trusted 

adults. I understand that some people might not be who they say 

they are, so I should be very careful when someone wants to be 

my friend. 

 

 I am private online – I only give out private information if a 

trusted adult says it’s okay. This might be my home address, 

phone number or other personal information that could be used to 

identify me or my family and friends. 

 

 I keep my body to myself online – I never change what I wear in 

front of a camera and remember that my body is mine and mine 

only, and I don’t send any photos without checking with a trusted 

adult. 

 

 I say no online if I need to – if I get asked something that makes 

me worried or upset or just confused, I say no, stop chatting and 

tell a trusted adult. 

 

 I am a rule-follower online – I know that some websites and 

social networks have age restrictions and I respect this; I only visit 

sites, games and apps that my trusted adults have agreed to. 



 

 I am considerate online – I do not join in with bullying or sharing  

inappropriate material. 

 

 I am respectful online – I do not post, make or share unkind, hurtful 

or rude messages/comments and tell my trusted adults if I see these. 

 

 I am part of a community – I do not make fun of anyone or exclude 

them because they are different to me. If I see anyone doing this, I 

tell a trusted adult. 

 

 I am responsible online – I keep others safe by talking to my trusted 

adults if a friend or person  I know is being bullied or harassed or is 

worried or upset by things they read, watch or hear. 

 

 I don’t do public live streams on my own – and only go on a video 

chat if my trusted adult knows I am doing it and who with. 

 

 I communicate and collaborate online – with people I know and 

have met in real life or that a trusted adult knows about. 

 

 I am SMART online – I understand that unless I have met people  

in real life, I can’t be sure who someone is online, so if I want to 

meet someone for the first time, I must always ask a trusted adult 

for advice. 

 

 I am a creative digital learner online – I don’t just spend time 

online to look at things from other people; I get creative to learn 

and make things! I only edit or delete my own digital work and only 

use other people’s with their permission or where it is copyright 

free or has a Creative Commons licence. 

 

 I am a researcher online – I use safer search tools approved by 

my trusted adults. I understand that not everything online can be 

believed, but I know how to check things and know to ‘double 

check’ information I find online. 
 

 

 



I have read and understood this agreement. I know who 

are my trusted adults are and agree to the above. 
 

Signed: Date: 
 

 

 

 

 



 

 

 

 

 

 

KS3-4 Pupil Online Acceptable Use Agreement 
 

LIFE Education Trust regularly reviews and updates all Acceptable Use documents to ensure 
that they are consistent with the school Online Safety and Safeguarding Policies, which can be 
found on the school’s websites. 
 

These rules will help to keep everyone safe and to be fair to others. School systems and users 
are protected and monitored by security and filtering services to provide safe access to digital 
technologies. 
 

1. I will be a responsible user and stay safe when using the internet and other 
digital technology at school. 

2. I will ensure that my online activity or use of mobile technology, in school or outside, 
will not cause my school, the staff, students or others distress or bring the school into 
disrepute. 

3. I will only use the school’s internet and any device I may be using in school for 
appropriate school activities and learning, unless I have express permission to carry 
out recreational activities, e.g. in a lunchtime club or after school. 

4. I understand that all internet and device use in school may be subject to filtering and 
monitoring; I understand that all school-owned devices used outside of school may also 
be subject to filtering and monitoring, and should be used as if I am in school. 

5. I will keep my logins, IDs and passwords secret and change my password regularly. If 
I think someone knows one of my passwords, I will change it. 

6. I will not bring files into school or download files that can harm the school network or 
be used to bypass school security. 

7. I will only edit or delete my own files and not (even try to) view, change or delete 
other people’s files or user areas without their permission. 

8. I will use the internet, games and apps responsibly; I will not use any that are 
inappropriate for the school, my age or learning activities, including sites 
which encourage hate or discriminating against others. 

9. I understand that websites, blogs, videos and other online information can be 
biased and misleading, so I need to check sources. 

10. I understand that cyberbullying is unacceptable, and will not use technology to 
bully, impersonate, harass, threaten, make fun of or upset anyone, at school or 
outside. 

11. I will not browse, download, upload, post, retweet or forward material that could be 
considered offensive, harmful or illegal. If I accidentally come across any such material 
I will report it immediately to my teacher. 

12. I am aware that some websites, games, online shopping, file sharing and 
social networks have age restrictions and I should respect this. 

13. I will only e-mail or contact people as part of learning activities. 
14. The messages I send, or information I upload, will always be polite and sensible. 

I understand that all messages I send reflect on me and the school. 
15. I will be careful when opening files and attachments, checking for viruses etc. If I am 

unsure I will never open a file, hyperlink or any other attachment. 
16. When using the internet, I will not download copyright-protected material (text, music, 

video etc.) 
17. I will not share my or others’ personal information that can be used to identify me, my 

family or my friends on any online space, unless a trusted adult has given permission or 
reviewed the site. 



18. Live streaming can be fun but I always check my privacy settings and if I rarely (or 
preferably never) do anything that everyone on the internet can see. If I live stream, I tell 
a trusted adult about it. 

19. I will never arrange to meet someone I have only ever previously met on the internet or 
by e-mail or in a chat room, unless I take a trusted adult with me. 

20. I will only use my personal devices (mobile phones, USB devices etc) in school if I 
have been given permission to do so. 

21. I will respect my body and other people’s – part of that means using positive 
words about myself and others; it also means not revealing too much on camera and not 
sharing or posting inappropriate photos. 

22. I understand that many apps have geolocation settings (identifying my location or 
where I made a post or took a photo). I will make sure that I know how to turn geolocation on 
and off, and not tell the world where I am at all times or make it too easy to find out where I live 
or go to school. 

23. I am aware that my online activity at all times should not upset or hurt other people 
and that I should not put myself at risk. 

24. If I see, watch, read, hear or receive anything I am unhappy with or I receive a message 
that makes me feel uncomfortable, e.g. bullying, extremist/hateful content, I will not respond to 
it but I will save it and talk to a trusted adult. 

25. I know that I can always say no online and end a chat or block a friend; if I do, it’s best 
to talk to someone about it as well. 

26. I know who my trusted adults are at school, home and elsewhere, but if I feel I can’t 
talk to them, I know I can call Childline or click CEOP. 

 

I have read and understand these rules and agree to them. 
 

Signed: _______________________ Date:___________________ 



Twitter Policy 
 

 Make sure the account remains locked (Protect my tweets) 

 Secure the account (require personal information to reset password) 

 Use a very secure password that is different form your School user account (this will be 
set by the Network Manager) 

 Be careful who you follow 

 Be careful re-tweeting other messages 

 You must be registered with your work E-mail address Do 
not add locations to your tweets 

 We advise switching off Email updates for most settings as you will get lots of E-mails 
coming through 

 We will use the name of the Academy for departmental accounts. For teachers’ accounts we 
will use your first initial and then surname. Eg. J.Bloggs 

 Please use the same theme to the Twitter account as the main School theme. 
 

When Posting 
 

 Don’t post personal details 

 Consider your posts, are they useful or informative 

 Only post appropriate material 

 Do not post any kind of derogatory comments 

 Be professional – try to avoid text speak e.g. lol, m8, etc. 

 Try not to post to often as people will not want get constantly spammed by your account If 
you receive offensive tweets please block the user and report it to the network manager 

 

Consider who you follow and what they might post, or what their website might link to. A 
general rule is if you can get to inappropriate material in less than five clicks then do not follow 
them. 
 

Account type 
 

Twitter only offers one type of account but in LIFE we have decided to categorize three 
account types you can use: 
 

Personal Account – This is your own personal account used outside of work. Do not give 
out details of this account to any students and do not follow any students. 
 

Department Account – must be made private - This can be used by departments 
to broadcast messages to students. Any student can follow but do not follow students. 
 

School Account – public account – This will be used by the School and can be followed by 
students, parents, teachers, etc. We will not follow students, only people or groups that have a 
connection with the School . 
 

(Please note these are not actual settings on twitter if you need more info please consult the 
Network Manager) 
 

 

 

 

 

 

 

 

 

 

 



BYOD (Bring Your Own Devices) Policy 
 

We are happy for people to bring in their own devices to use on the network but 
you must adhere to the following rules. 
 

Staff 
 

 Staff must bring their devices to the IT department so that we can connect them to 
the staff wireless network. 

 Staff will need to sign in once every 30 days using their USO account. 

 We do not give out the passkey to anyone for this network. It should only be known by 
members of the IT team. If this key is made public we will be required to change it. 

 Any laptops that connect to the network should have up to date antivirus. 

 Devices should also have passwords in place and devices should lock themselves 
automatically if not used for more than 5 minutes. 

 Staff are responsible for the security and safety of their own devices that they bring into 
School . 

 The Network Manager will support the device as far as getting it connected to the network. 
The Network Manager will not be responsible for fixing issues on staff personal devices. 

 All existing ICT policies still apply when using personal devices. 
 

Student 
 

 Students can connect to the student wireless network using the passkey that is displayed 
around the School . 

 They will need to sign in using their USO account once a week. 

 Any laptops that connect to the network should have up to date antivirus. 

 Devices should also have passwords in place and devices should lock themselves 
automatically if not used for more than five minutes. 

 Students are responsible for the security and safety of their own devices that they bring into 
School . 

 The Network Manager will support the device as far as getting it connected to the network. 
The Network Manager will not be responsible for fixing issues on students personal devices. 

 All existing ICT policies still apply when using personal devices. 

 Students should not use their cameras whilst in School to take selfies or photos of other 
students or staff without permission. 

 If students do take photos they must not be published anywhere including social media sites. 

 Students should only use apps that their teachers tell them to use for School work. No other 
apps should be used during lesson. 

 We do not allow the use of live streaming at any time. Apps such as Periscope, Facebook 
Live, Twitter Live, Twitch, etc. are all banned. 

 

Guests 
 

 Guests can connect to the guest network. The passkey is available from the school’s 
designated staff members. 

 Guests will be required to sign a copy of the Visitors Acceptable Use Policy. 

 Guests will be required to read and acknowledge a set of rules before connecting (This page 
automatically displays once they connect to the network) 

 Any laptops that connect to the network should have up to date antivirus 

 Devices should also have passwords in place and devices should lock themselves 
automatically if not used for more than five minutes. 



 Guests are responsible for the security and safety of their own devices that they bring into 
School. 

 The Network Manager will support the device as far as getting it connected to the network. 
The Network Manager will not be responsible for fixing issues on staff personal devices. 

 All existing ICT policies still apply when using personal devices. 

 If any visitors wish to use a USB this must be virus checked before use. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appendix – 1 A 
 

Approved learning platforms and sites 
 

 LGFL Resources – Using USO account  

 G-Suite – School issued accounts only 

 SMART Amp 

 SMART Learning Suite online 

 ePortfolio 
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KEY DEFINITIONS USED IN THIS POLICY: 
 

The Trust LIFE Education Trust 
The Board/Directors/Trust Board The Board of Directors of LIFE Education Trust 
School/Trust school An Academy or school within LIFE Education 

Trust 
Staff All staff employed by LIFE Education Trust and 

 
working with academies, schools or units within 
LIFE Education Trust 

 
 
All schools within the LIFE Education Trust are legally defined as academies, regardless 
of whether the term “school” is used to describe them in the following policy. 
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Redundancy / Re-structuring Procedure 
 
1. Introduction 
 

This procedure sets out the process that will be followed where: 
 there is a need to amend the staffing structure 
 there are changes in work patterns 
 a redundancy and/or redeployment situation arises at the school 

 
1.1 Policy Statement 
 

The Trust will: 
 Keep its staffing structure under regular review and plan effectively for future needs; 

 
 Implement measures aimed at avoiding redundancy wherever possible; 

 
 Ensure that meaningful communication and consultation take place 

where redundancy / re-structuring situations do arise; 
 

 Provide support and re-training opportunities wherever possible, for affected staff; 
 

 Ensure that ‘at risk’ staff have priority for any appropriate vacancies within the 
 

Academy Trust; 
 Support staff in their attempts at obtaining suitable alternative employment. 

 
The Trust Pay & Personnel Committee will: 

 Approve the staffing structures for each school, ensuring that these are objectively 
justifiable within the Trust. 

 
1.2 Definitions 
 
1.2.1 Redundancy 
 

Redundancy is one of the potentially fair reasons by which employees may 
be dismissed. 

 
Redundancy is defined by statute as a situation where:- 

 
(a) the employer has ceased, or intends to cease, to carry on the business 

for the purposes of which the employee was employed by him/her; or 
has ceased, or intends to cease, to carry on that business in the place 
where the employee was so employed; 

 
OR 

 
(b) the requirements of that business for employees to carry out work of a 

particular kind, or to carry out work of a particular kind in the place 
where he/she was so employed, have ceased or diminished or are 
expected to cease or diminish. 

 
Redundancy situations may arise for a number of reasons including: 

 re-structuring; 
 

 fall in pupil numbers or changes to curriculum requirements resulting 
in reduced staffing requirements; 

 
 withdrawal/reduction of SEN or other special provision/funding; 
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 other circumstances where the need for employees to carry out work of 
a particular kind ceases or diminishes, including the cessation of fixed 
term contracts. 

 
1.2.2 Re-structuring 
 

A re-structuring can be defined as any change to the staffing structure. A restructuring 
may or may not lead to a redundancy situation.  

 
1.2.3 Slotting 

Slotting is where employees can be automatically appointed to posts in the proposed 
new structure because it is a sufficient match to their present substantive post. However, 
where slotting applies but there are more eligible employees than positions available 
then a redundancy situation would also apply. 
 
Where an individual is slotted to a post at a lower salary then salary safeguarding will 
apply (see section 4 below). Also an employee can choose to be slotted in where there 
is a sufficient match, but does not qualify for salary safeguarding on the terms and 
conditions on the new post. 
  
During the consultation period, employees can challenge the decision for why they have 
or not have been slotted into a post, which the Headteacher/Executive Headteacher will 
review and reply to the employee before any formal redundancy selection takes place. 
 
A member of staff who has been slotted may apply for any vacant post which arises 
once the ring-fence arrangements have been exhausted.  
 

2. Scope of the Procedure 
 

The procedure is applicable to all categories of staff where a re-structuring or 
redundancy situation occurs. A modified version of this procedure may be followed in 
respect of fixed term temporary posts and those staff with less than two years’ 
service. 

 
3. Roles & Responsibilities 
 
3.1 It is the responsibility of the Trust Pay and Personnel Committee to: 
 

 Approve the proposed new structure of a school as recommended by the 
Local Governing Body 

 
3.2 It is the responsibility of the Local Governing Body to: 
 

 establish and plan changes to the staffing structure which seek to avoid 
redundancy situations whilst meeting current and future needs; 

 
 establish redundancy procedures; 
 declare a redundancy situation where this is unavoidable; 

 
 establish an appropriate committee to handle appeals; 

 
 consult with the relevant parties; 

 
 ensure that staff are dismissed fairly by reason of redundancy where necessary. 

 
3.3 It is the responsibility of the Headteacher/Executive Headteacher to: 
 

 advise the Local Governing Body on staffing structures which seek to 
avoid redundancy situations; 
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 implement re-structuring/redundancy procedures fairly; 

 
 make fair initial dismissal decisions. 

 
3.4 It is the responsibility of all staff to: 

 co-operate with procedures and redundancy avoidance strategies; 
 

 implement strategies to mitigate individual loss e.g. actively seek 
alternative employment. 

 
4. The Procedure 
 
4.1 Declaration of a redundancy 
 

Where initial strategies to avoid a redundancy situation have been unsuccessful, 
the Local Governing Body will meet to agree to the formal consultation 
document/redundancy proposal.  

 
4.2 Consultation 
 

The purpose of consultation is to inform and to seek views about how redundancies may 
be avoided and the potential impact of any new staffing structure. 
 

 
4.2.1 With staff 
 

The Headteacher/Executive Headteacher will discuss any potential redundancy 
situations with staff at the earliest opportunity, where appropriate, before formal 
declaration of a redundancy. 

 
In the case of re-structuring, the scope and period of consultation will depend on the 
extent of the proposed changes. Where a significant change is proposed, a consultation 
document will normally be produced as part of the consultation process, to explain 
exactly how the process will be managed and its effect on staff. 

 
Staff are encouraged to engage in meaningful discussion and to comment on any new 
structure and how it might be implemented and measures which might be taken to 
avoid any redundancies. Formal consultation meetings will be recorded. 

 
Staff should of course seek advice from their professional associations/trade union 
as and when they consider it appropriate. 

 
4.2.2 With the Trade Unions/Professional Associations 
 

When the Local Governing Body determine a re-structuring and/or declare a formal 
redundancy situation, it will undertake appropriate consultation with the local 
professional associations/trade union representatives and, where appropriate, as set 
out in any formal union consultation and facilities agreement. 

 
Where the Trust proposes to make 20 or more employees redundant within a 90 day 
period, in accordance with statute, the Trust will issue a Section 188 notice and an HR1 
notification to the Department for Trade and Industry, disclosing in writing information 
relevant to the potential redundancy. Formal responses should be received within 2 
working weeks. 

 
4.2.3 Meaningful consultation will continue throughout the formal procedure. The Local 

Governing Body and Headteacher/Executive Headteacher will consider any 
representations made by staff and/or the professional associations/trade unions. Replies 



Page 6 
 

will be made to formal representations in writing and, if any are rejected, the reasons will 
be state Where it is not possible to hold a face-to-face meeting, we will conduct the 
consultation process remotely. We will ensure that you have access to the necessary 
technology for participating in the process. 

 
4.4 Redundancy Avoidance 
 
4.4.1 The Local Governing Body will require the Headteacher/Executive 

Headteacher to instigate compulsory redundancy avoidance measures 
including:- 

 

 not filling vacant posts externally (where appropriate); 

 slotting into appropriate posts within the school;* 

 ring fenced selection for posts within the school;* 

 searching for suitable alternative posts;*/** 
 

 exploring other options with employees and their representatives e.g. voluntary 
changes to hours, change to part-time work; 

 

 seeking volunteers for redundancy;*** 

 seeking volunteers for flexible retirement;**** 

 reviewing the use of agency staff, self-employed contractors and consultants 
 

In the case of re-structuring where there is a risk of redundancy, these measures will 
form part of the overall consultation document where appropriate. These measures will 
continue throughout the entire procedure. 

 
**The Academy will make every effort to seek suitable alternative employment for at risk 
staff, including at other Academies within the Trust where appropriate. An employee 
who unreasonably refuses an offer of suitable alternative employment will not be 
entitled to a redundancy payment. 

 
*** Voluntary redundancy will not be considered until or unless all other means of 
avoidance have proved unsuccessful. Applications for voluntary redundancy will only be 
accepted where this would not be detrimental to the needs of the academy. Where there 
are more volunteers than needed, the selection criteria may be applied (see 4.5 of this 
Procedure and Appendix B). 

 
****Employees are free to pursue flexible retirement options. Some options require the 
employers’ approval. Approval will not normally be withheld where there is no cost to 
the employer. 

 
4.4.2 Trial periods 
 

Staff who are successfully redeployed after having been given notice of dismissal, will 
be entitled to a four week trial period, where the terms and conditions of the new post 
are significantly different from those of their existing post. 

 
4.4.3 Salary protection 
 

Where an employee who is slotted into a post in the Academy Trust at a lower salary,  
 

either: 
 

 in accordance with the terms of the Teachers’ Pay & Conditions Document 
where these terms apply to their contract; 

 
or 
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 in accordance with this procedure, at their former salary for a maximum of 18 
months, after which time the employee will revert to the substantive grade for the post. 

 
4.5 Selection Procedures 
 
4.5.1 Selection for redundancy 
 

In other redundancy situations, if the strategies adopted in 4.4.1above (or any other 
strategies that may have arisen as a result of consultation) do not resolve the situation, 
the Headteacher/Executive Headteacher will determine and apply the selection criteria 
as set out in Appendix A 

 
Staff and unions will be consulted on the selection criteria and the method by which 
they will be applied. 

 
4.5.2 Selection in a re-structuring 
 

The method of appointment to available posts will be outlined in the consultation 
document where appropriate. 
 
In these cases, any redundancies will usually be identified by not being able to 
accommodate the employee in the new structure 

 
4.5.3 Notification 
 

Once an individual has been identified as redundant, s/he may be notified verbally by 
the Headteacher/Executive Headteacher. The Headteacher/Executive Headteacher will 
then write to the individual setting out the details of how the decision was reached and 
inviting the employee to a meeting to be issued with a formal notice of redundancy. 

 
4.5.4 The Meeting 
 

 The employee will be given at least 5 clear working days’ notice  
 

 At this meeting the employee will be issued with a formal notice of redundancy 
 

 The employee may be accompanied by a workplace colleague or trade union 
representative 

 
 If the employee is unable to, or chooses not to attend this meeting, then the formal 

notice shall be sent directly to the employee 
 
4.5.5 The Appeal 
 

 If the employee wishes to appeal, s/he must inform the Chair of Pay & Personnel 
Appeals Committee in writing, including the grounds of the appeal, within 5 
working days of receipt of the written outcome of the meeting. 

 
 If the employee does so, the employee will be invited to a meeting of the Pay & 

Personnel Appeals Committee. The employee will be given at least 5 clear working 
days’ notice of this meeting. 

 
 The Chair of Pay & Personnel Appeals Committee will supply the employee 

with papers relevant to the appeal at least 5 clear working days before the 
appeal meeting. 

 
 The employee must take all reasonable steps to attend this appeal meeting and 

has the right to be accompanied by a trade union representative or a workplace 
colleague 
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 The employee must supply the the Pay & Personnel Appeals Committee with 
copies of any additional papers they wish to be considered, and the name of their 
representative, at least 2 clear working days before the meeting. 

 
 The Pay & Personnel Appeals Committee will hear the presentations from the 

employee and/or their representative and then from the Headteacher.Executive 
Headteacher  

 
 The Pay & Personnel Appeal Committee may be advised by an HR adviser. 

 
 The Pay & Personnel Appeal Committee will inform the employee in writing of 

the final decision within 3 working days of the appeal meeting. 
 
4.5.6 Redundancy avoidance options will continue to be explored throughout the period of 

notice. 
 
4.6 Redundancy Payments 
 

Employees with more than 2 years continuous service will be eligible for a redundancy 
payment in the event of termination of their contract by reason of redundancy. 

 
For each complete year of service up to a maximum of 20, eligible employees 
are entitled to  
 

 for each complete year of service under age 22 – half a week’s 
pay 

 for each complete year of service age 22-40 – one week’s pay 
 for each complete year of service age 41 and over – one and a 

half weeks’ pay 
 

Redundancy payments are calculated using actual weekly pay rather than the 
statutory maximum. 

 
A ready-reckoner for calculating statutory redundancy payments is at Appendix B 

 
Where employees with more than one contract are made redundant from only one 
post, service for redundancy purposes will relate to the redundant post only. 

 
Employees will not be entitled to a redundancy payment if they secure suitable 
alternative employment, with an employer covered by the Local Government 
Modifications Order, to commence within 4 weeks of the date of redundancy. Where an 
offer of alternative employment is made, the start date of this employment should not 
be artificially delayed to facilitate the 4 week break. Where this does occur, employees 
will not be entitled to a redundancy payment. 

 
4.7 Support for Employees 
 

The Academy will provide reasonable support for employees at risk of redundancy, e.g.: 
 time off to attend interviews and training and development; 
 support with writing job applications; 
 exploration of work related re-training opportunities; 
 notification of internal vacancies 

 
5 Data Protection 
 

A written record of all meetings conducted under this procedure will be made, either by the 
person holding the meeting or by an alternative person arranged by the school to take 
notes. 

 
The school processes any personal data collected during the redundancy/restructuring 
procedure in accordance with its data protection policy. Any data collected is held 
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securely and accessed by, and disclosed to, individuals only for the purposes of 
completing the redundancy/restructuring procedure. 

 
On the conclusion of the procedure, data collected will be held in accordance with the 
school’s retention schedule. Inappropriate access or disclosure of employee data 
constitutes a data breach and should be reported in accordance with the school’s data 
protection policy immediately. It may also constitute a disciplinary offence, which will be 
dealt with under the disciplinary procedure. 
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Appendix A – Redundancy Selection Criteria 

 
In order to fairly select an individual employee for redundancy, the Headteacher/Executive 
Headteacher must apply objective selection criteria. As each redundancy situation will be different, 
the detail of the selection criteria will need to be determined on a case by case basis. In all cases, 
staff and their local representatives will be consulted on this process. However, all selection 
decisions will follow the stages set out below. 
 
a) Determine the ‘at risk’ group i.e. whole academy, department, section, or group within 

the establishment which has surplus staff. 
 
(b) Determine the requirements of the trust, school, department or section. 
 
(c) Determine the suitability (with reference for example to skills and qualifications where 

relevant) of those in the ‘at risk’ group in relation to the requirements of the academy, 
department or section. 

 
Suitability will be assessed objectively by either employees completing a skills audit or by 
participating in a competitive interview 

 
(d) A judgement will be made as to which staff best meet the requirements of the trust, 

school, department or section and thereby which employee(s) may be selected for 
redundancy. 
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Appendix B – Ready Reckoner for Statutory Redundancy Payments 

 
              Completed Years of Service               

 Ag  2  3  4  5  6  7  8  9  10  11  12  13  14  15  16  17  18  19  20  
16                                        
 
17 ½  

 
18 1   1½ 

19 11½2   
20 11½22½ 
21 11½22½3 
 

22 1 1½ 2 2½ 3 3½              
23 1½ 2 2½ 3 3½ 4 4½             
24 2 2½ 3 3½ 4 4½ 5 5½            
25 2 3 3½ 4 4½ 5 5½ 6 6½           
26 2 3 4 4½ 5 5½ 6 6½ 7 7½          
27 2 3 4 5 5½ 6 6½ 7 7½ 8 8½         
28 2 3 4 5 6 6½ 7 7½ 8 8½ 9 9½        
29 2 3 4 5 6 7 7½ 8 8½ 9 9½ 10 10       
30 2 3 4 5 6 7 8 8½ 9 9½ 10 10 11 11      
31 2 3 4 5 6 7 8 9 9½ 10 10 11 11 12 12     
32 2 3 4 5 6 7 8 9 10 10 11 11 12 12 13 13    
33 2 3 4 5 6 7 8 9 10 11 11 12 12 13 13 14 14   
34 2 3 4 5 6 7 8 9 10 11 12 12 13 13 14 14 15 15  
35 2 3 4 5 6 7 8 9 10 11 12 13 13 14 14 15 15 16 16 
36 2 3 4 5 6 7 8 9 10 11 12 13 14 14 15 15 16 16 17 
37 2 3 4 5 6 7 8 9 10 11 12 13 14 15 15 16 16 17 17 
38 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 16 17 17 18 
39 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 17 18 18 
40 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 18 19 
41 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 19 
42 2½ 3½ 4½ 5½ 6½ 7½ 8½ 9½ 10 11 12 13 14 15 16 17 18 19 20 
43 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 
44 3 4½ 5½ 6½ 7½ 8½ 9½ 10 11 12 13 14 15 16 17 18 19 20 21 
45 3 4½ 6 7 8 9 10 11 12 13 14 15 16 16 18 19 20 21 22 
46 3 4½ 6 7½ 8½ 9½ 10 11 12 13 14 15 16 17 18 19 20 21 22 
47 3 4½ 6 7½ 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 
48 3 4½ 6 7½ 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 
49 3 4½ 6 7½ 9 10 12 13 14 15 16 17 18 19 20 21 22 23 24 
50 3 4½ 6 7½ 9 10 12 13 14 15 16 17 18 19 20 21 22 23 24 
51 3 4½ 6 7½ 9 10 12 13 15 16 17 18 19 20 21 22 23 24 25 
52 3 4½ 6 7½ 9 10 12 13 15 16 17 18 19 20 21 22 23 24 25 
53 3 4½ 6 7½ 9 10 12 13 15 16 18 19 20 21 22 23 24 25 26 
54 3 4½ 6 7½ 9 10 12 13 15 16 18 19 20 21 22 23 24 25 26 
55 3 4½ 6 7½ 9 10 12 13 15 16 18 19 21 22 23 24 25 26 27 
56 3 4½ 6 7½ 9 10 12 13 15 16 18 19 21 22 23 24 25 26 27 
57 3 4½ 6 7½ 9 10 12 13 15 16 18 19 21 22 24 25 26 27 28 
58 3 4½ 6 7½ 9 10 12 13 15 16 18 19 21 22 24 25 26 27 28 
59 3 4½ 6 7½ 9 10 12 13 15 16 18 19 21 22 24 25 27 28 29 
60 3 4½ 6 7½ 9 10 12 13 15 16 18 19 21 22 24 25 27 28 29 

61+ 3 4½ 6 7½ 9 10 12 13 15 16 18 19 21 22 24 25 27 28 30 
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Appendix C - Indicative Timetable 
 

The timetable may need to be amended in the light of any issues arising during the process. 
 

NB: school holiday periods are IN ADDITION to the working weeks shown and must be ADDED 
IN when preparing a detailed timetable. 

 

 Date Actions Comments 
(working   

 weeks)    
   

Week 0 
CEO to approve draft consultation document (including 
business case and appendices) 

 
  

    
   

By end of 
LGB to approve draft consultation document (including 
business case and appendices) 

 
week 1  

    
   

By end of Informal meeting with staff to alert them to possible Optional 
week 2 redundancy situation / restructuring.  Alert staff to date of  

   consultation meeting.  
   

By end of Commence formal consultation.  
week 3   

   Issue consultation document to staff.  

   Invite staff to consultation meeting (with right to be  
   represented).  

   Academies :  

     If more than 20 individuals to be made redundant  
   – issue S188 letter to trade unions  

     If less than 20 individuals to be made redundant –  
   commence consultation with trade unions  
   

By end of Formal consultation meeting with staff and trade union  
week 5 representatives  

   

By end of End of formal consultation period  
week 7 (although consultation will continue throughout)  

   

By end of Local Governors meet to consider any responses  
week 8 received during consultation period.  

   Local Governors recommend to the   
    CEO to proceed with proposed  
   redundancies / restructuring.  

   Inform staff of Local Governors’ decision.  

   Respond to any written representations made by  

 staff/trade unions in writing     

By end of Initial deadline for receipt of applications for voluntary   
week 9 redundancy     
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By end of Redundancy  Restructuring   
week 9      

 Each member of staff Each member of staff   
 invited to complete skills notified whether :   
 audit – further copy of 1. ‘Slotted’ into directly   
 selection criteria / skills  comparable post   
 audit form issued. 2. Offered alternative 

Alternative employment will not    employment 
  3.  Neither ‘slotted’ nor be available in all situations. 
   offered alternative   
   employment   

  Staff in category 3 invited to   
  apply for vacant posts in   
  new staff structure.   
     

By end of Completed skills audit form Staff in category 2 to   
week 11 to be returned to indicate whether alternative   

 
Headteacher/Executive 
Headteacher employment is accepted.   

  Staff in category 3 to return   
  applications for posts in   
  new structure.   
     

By end of Selection process Interviews held for staff in   
week 12 undertaken category 3   

By end of Individual/s notified Each member of staff   
week 12 verbally that they have notified of outcome of their   

 been identified as being interview(s)   
 made redundant. Meeting     
 with other staff to let them     
 know an individual has     
 been selected but not     
 whom.     

By end of The individual/s selected for redundancy are invited to a   
week 13 formal meeting and provided with relevant papers   

     

By end of Formal redundancy meeting(s) held     
week 16      

    

By end of Academies :   Deadline for notice of dismissal 

week 16 
  Formal notice of dismissal issued by 

Headteacher/Executive Headteacher to be received : 
 following redundancy meeting (if appropriate) 

Dismissal on 31 August :     

     

30 April 
(Headteachers/Executive 
Headteacher) 

     – need to start process 
    

 

early 

    31 May (Teachers) 

   8 June  (Support Staff – 
   assuming entitled to 12 
   weeks’ notice) 
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  Dismissal on 31 December : 

   30 September 

   
(Headteachers/Executive 
Headteacher) 

   8 October (other 
   Teachers and Support 
   Staff – assuming entitled 
   to 12 weeks’ notice) 

  Dismissal on 30 April : 

   31 January 

  

 

(Headteachers/Executive 
Headteacher) 

  5 February (other 
   Teachers and Support 
   Staff – assuming entitled 
   to 12 weeks’ notice) 

By end of Employee lodges appeal against Decision   
week 18    

    

As soon as Dismissal appeal hearing   
possible    

    

31 Aug, 31 End of employment   
Dec or 30    
April    

 
THROUGH CONSULTATION WITH STAFF AND TRADE UNIONS IT IS VERY MUCH HOPED 
THAT AGREEMEN WILL BE REACHED AND THAT COMPULSORY REDUNDANCY WILL BE 
AVOIDED WHERE REASONABLY PRACTICABLE 
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