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Governors welcome, in particular, applications for places for girls whose parents wish them to be 
educated at this single sex school. The Governors will admit to the school a child with an Education 
Health Care Plan that names the school. In the event that there are not enough places to satisfy the 
demand in any given Year, it is important that there is clarity as to the approach that will be taken on 
determining admissions and the priorities that will be considered 
 
Definitions 
 

Sister:   Children who live as sisters in the same house, including natural 
sisters, adopted sisters, stepsisters or foster sisters. 

 
Child: Anyone under the age of 18. 

 
Children Looked After (previously Looked After Children):  

 
A 'looked after child' is a child who is (a) in the care of a local authority, or (b) being provided 
with accommodation by a local authority in the exercise of their social services functions (see 
the definition in Section 22(1) of the Children Act 1989) at the time of making an application to 
a school.  
 
A child is regarded as having been in state care outside of England if they were in the care of 
or were accommodated by a public authority, a religious organisation, or any other provider of 
care whose sole or main purpose is to benefit society.  
 
Adoption includes children who were adopted under the Adoption Act 1976 (see Section 12 
adoption orders) and children who were adopted under the Adoption and Children Act 2002 
(see Section 46 adoption orders). 
 
Child arrangements orders are defined in Section 8 of the Children Act 1989, as amended by 
Section 12 of the Children and Families Act 2014. Child arrangements orders replace 
residence orders and any residence order in force prior to 22 April 2014 is deemed to be a 
child arrangements order.   
 

 
   Children of staff: Where the member of staff has been employed at the school for two 

or more Years at the time at which the application for admission to the school is made, 
and/or  
the member of staff is recruited to fill a vacant post for which there is a demonstrable skill 
shortage 

 
A. Policy and number for entry into Year 7 
 

The School provides an 11 to 18 education. Students will be admitted at age 11. The 
number of intended admissions for the Year commencing the 1st September 2023 will 
be 240. 

 
B. Oversubscription for entry in Year 7 
 

Where applications for admission exceed the number of places available, the following 
criteria will be applied, in the order set out below, to decide which children to admit. 

 
i. Looked after children and all children who were adopted (or subject to child 

arrangements orders or special guardianship orders) immediately following having 
been looked after, including those children who appear (to the admission authority) to 
have been in state care outside of England and ceased to be in state care as a result 
of being adopted. 

 
ii. Children of staff at the school. 

 
iii. Sisters on roll: 
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Please note that we have adopted the Local Authority’s definition for an older sister which is: 
 
An older sister is defined as: 
 
• A sister (that is, another child of the same parents, whether living at the same address or 

not), or half-sister or a step-sister or an adoptive or foster sister, living as part of the same 
family unit at the same home address. This is excluding a sister in Year 6, (the final Year of 
primary education) irrespective of their place of residence (please refer to the definition of 
Home Address in section). 

 
iv. Students attending a Feeder Primary School within the LIFE Education Trust. For entry 

into Year 7 from September 2023 this is Benhurst Primary school, Dame Tipping Church 
of England Primary School, Margaretting Church of England Primary School, Roxwell 
Church of England Primary School, and Ford End Church of England Primary School. 

 
v. Students living nearest the school as measured by the agreed by the Local 

Authority measuring system. 
 
vi. Up to 24 children (10% of the Published Admission Number) who have an aptitude for music will 

be selected on this basis. Parents wishing for their child to take the testing for aptitude are 
required to complete a Supplementary Information Form (SIF), obtainable from the school or 
from the schools’ website. All SIF’s must be returned to the school by Friday 30th September 
2022. Testing will take place on Saturday 8th October 2022 at the Frances Bardsley Academy. 
Test results will be posted to parents within 7 days of completion of the tests. Places will be 
allocated in rank order based on the outcome of the aptitude testing. In the case of a tie on the 
score, the straight line distance criteria will be applied.   
 

 
Home Address 
 
The home address excludes any business, relative’s or childminder’s address and must be the 
child’s normal place of residence. Where the child is subject to a child arrangements order and that 
order stipulates that the child will live with one parent/carer more than the other, the address to be 
used will be the one where the child is expected to live for the majority of the time. For other children, 
the address to be used will be the address where the child lives the majority of the time. In other 
cases, where the child spends an equal time between their parents/carers, it will be up to the 
parent/carers to agree which address to use. Where a child spends their time equally between their 
parents/carers and they cannot agree on who should make the application, we will accept an 
application from the parent/carer who is registered for child benefit. If neither parent is registered for 
child benefit we will accept the application from the parent/carer whose address is registered with the 
child’s current school or nursery. 
 
FBA will not generally accept a temporary address if the main carer of the child still possesses a 
property that has previously been used as a home address, nor will we accept a temporary address 
if we believe it has been used solely or mainly to obtain a school place when an alternative address 
is still available to that child. 
 
The address to be used for the initial allocation of places will be the child’s address at the closing 
date for application. Changes of address may be considered in accordance with Havering’s 
coordinated scheme if there are exceptional reasons behind the change. Any offer of a place on the 
basis of address is conditional upon the child living at the appropriate address on the relevant date. 
Applicants have a responsibility to notify FBA and the Havering School Admissions Team of any 
change of address and must provide verification of the new address immediately. This should be 
supported by evidence from a solicitor regarding the date of exchange of contracts if parents/carers 
are purchasing a new home or the signed tenancy agreement if they are renting a property. The 
length of a tenancy agreement from the letting agent should be sufficient to cover the date on which 
their child would start attending the School. 
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If a parent/carer is found to have used a false address or deliberately provided misleading 
information to obtain a School place, the offer will be withdrawn (or if before the allocation of places, 
the application will be cancelled). 

 
C. Waiting Lists: 
 

Waiting lists are maintained and administered by the Local Authority, in the event that 
parents/carers are offered a lower preference School Havering will automatically place children on a 
waiting list for higher preference Schools. The child’s name will automatically remain on the waiting 
list for the Autumn Term (September to December) unless a parent advises the School Admissions 
Team to remove them from the list/s. 

 
The Havering School Admissions Team holds and maintains the waiting lists for all schools 
in Havering. 

 
Havering are not responsible for waiting lists for Schools located outside of Havering. 
Parents/carers should contact the individual School concerned or the Schools Local Authority to ask 
about waiting list procedures. 

 
Priority cannot be given to children based on the date that their application was received or 
their name was added to the waiting list. Waiting lists are re-ranked in accordance with the 
School’s published admission criteria each time a child’s name is added to the waiting list. 

 
A child’s position on the waiting list can move up as well as down. 

 
Remaining on a waiting list after the Autumn Term 

 
At the end of the Autumn Term (December) 2023, parents/carers wishing for their child’s names to 
remain on the waiting list for their preferred schools, must complete an In Year Common Application 
Form (ICAF). These forms are available from the Havering website 
www.havering.gov.uk/admissions/ICAF. The ICAF will only allow parents/carers to request 4 
Schools and parents will only be able to appeal for Schools which they have not already appealed 
for within the Year 7 Year group. 

 
D. Admission of children outside their normal age group. 
 

Applicants may choose to seek a place outside their child’s chronological (correct) Year group. 
Decisions will be made on the basis of the circumstances of each case and what is in the best 
interests of the child concerned. 

 
Applicants who are applying for their child to have a decelerated entry to school, i.e. to start later 
than other children in their chronological age group, must initially apply for a school place in 
accordance with the deadlines that apply for their child’s chronological age. If it is agreed for the child 
to have a decelerated entry to the school, the place cannot be deferred and instead the Local 
Authority will be informed of the decision and the application will be cancelled. The applicant will be 
invited to apply again in the following Year for the decelerated cohort 

 
Applicants who are applying for their child to have an accelerated entry to school, i.e. to start earlier 
than other children in their chronological age group, must initially apply for a school place at the 
same time that other families are applying for that cohort. If it is agreed for the child to have an 
accelerated entry to the school, the application will be processed. If it is not agreed for the child to 
have an accelerated entry to the school, the Local Authority will be informed of the decision and the 
application will be cancelled. The applicant will be invited to apply again in the following Year for the 
correct cohort 

 
Applicants must state clearly why they feel admission to a different Year group is in the child's 
best interest and provide what evidence they have to support this. 

 
 
 

 



5 
 

E. Tie Break 
 

Proximity to the school will first be applied if the school is oversubscribed in any criteria (apart from 
the criteria applying to Looked After Children / Previously Looked After Children) with those living 
closest to the school. Distance will be measured from the centre of the child’s home to the centre 
of the school. 

 
Random allocation will be used as a tie-break to decide who has highest priority for admission if 
the distance between a child’s home and the school is the same in any individual case. 

 
If children of multiple birth (twins and triplets) are tied for the final place, those sisters will be 
admitted over PAN. 

 
F. Appeals: 
 

Parents or Guardians who are unhappy about not being offered a place for their daughters at 
the Frances Bardsley Academy may appeal to an independent appeal panel. 

 
Applicants are only able to appeal once each academic Year, unless there is a significant change 
in circumstance. 

 
For information on how to appeal appellants should contact the school within 20 days of being 
notified that their application has been unsuccessful. Information on the timetable for the appeals 
process is on the school website. 

 
Admission to the Sixth Form 2023 
 

 
Students who wish to study at Frances Bardsley should have a strong work ethic and should be committed to their 
personal and academic development. All students will be expected to uphold the values of the school and adhere 
to the Sixth Forms code of conduct as well as maintain good attendance, punctuality and behaviour. 
 
Admissions Criteria 
 
All students will be admitted onto at least 3 A Level programme of study, plus additional curriculum and 
enrichment provision. 
 

To study 4 A Levels you must have achieved 8 or more 6-9 grades at GCSE including at least a grade 4 
in GCSE Maths and one GCSE English (Literature or Language). 

 
To study 3 A levels you must have achieved 6 or more 6-9 grades at GCSE including at least a grade 4 
in. GCSE Maths and one GCSE English (Literature or Language). 

 
To study a Level 3 BTEC course you must have achieved 5 or more 4-9 grades at GCSE, there are 
subject specific requirements in addition to this. 

 
To gain admission into the Sixth Form, all applicants, whether they have previously studied at Frances 
Bardsley or joining us from another school, will be required to meet the specific entry grade requirements for 
each course they wish to study. 
Each subject has its own entry criteria, which can be found in the Course Information booklet. 
 
If the applicant has studied elsewhere for Year 12 they must have demonstrated a commitment to their 
studies evidenced by their school progress report including good attendance and punctuality. 
 
We are unable to enrol students if they have completed two years of sixth form education at another institution. 
 
Admissions Number 
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The total anticipated entry number to Year 12 is 120. In addition to students currently on roll at The Frances 
Bardsley Academy, we welcome girls from all local schools. The entry criteria applies equally to students who 
are continuing their studies at Frances Bardsley and the students who are joining our community in Year 12. 
 
Oversubscription: 
 
Where applications for admission exceed the number of places available, the following criteria will be 
applied, in the order set out below; 
 

i. Children Looked After and children, who were looked after, but ceased to be so because they were 
adopted (or became subject to a residence order or special guardianship order). 

 
ii. The availability of spaces in particular subjects 

 
 

 

Entry into Year 13 
 
We expect virtually all Year 12 students to progress to Year 13. All A Level subjects are now linear and 
students will not sit public AS examinations in these courses. In order to ensure that the students are on the 
right courses for them, it is expected that students will: 
 

 Have at least a D grade in their Year 12 examination in order to continue to study the subject 
in Year 13 

 Have shown a good level of attendance, punctuality and behaviour. 
 
This is to ensure that all students at the end of Year 13 will leave with qualifications. 
 
No new admissions will be considered for Year 13. 
 
Admissions procedure; 
 

November-January: All students will have to submit an application form, stating which subjects they 
wish to study with ONE reserve choice 

 
February-March: Provisional offers will be made to students according to the criteria above based on 
predicted grades and reference provided by their current school. Frances Bardsley students will also be 
offered a place based on predicted grades and overall attitude to learning, behaviour and attendance. 

 
August: Frances Bardsley students and other students wishing to join our community must visit the 
school to enrol on GCSE results day. 

 

 
Other Admissions: 
 
It may be possible for a student to retake Year 12. This step will only be considered if the student has a good 
attitude to learning, behaviour and attendance or if there are exceptional mitigating circumstances. All decisions will 
be at the discretion of the Head of Sixth Form and will only be agreed after careful consideration. If a decision is 
made to allow the student to retake Year 12 they will not be able to study all 3 same A-level subjects. 
 
Appeals: 
 
Students who are not offered a place in the Sixth Form or on an individual course have the right to appeal in 
writing to the Governing Body by 1st September. 
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The FBA Critical Incident Plan 
 
A Critical incident is defined as “when students, staff or visitors are exposed to a safeguarding incident, have 
suffered life threatening injury, a fatality or is in peril, including being missing.” 
 
Procedures to be followed in the event of a critical incident 
 
Action to be taken by persons reporting a critical incident 
 
Immediately raise the alarm by alerting the school reception, Heads of School, Senior Leadership Team, 
Critical Incident Management Team (CIMT), Progress Managers (PMs) and report the following information: 
 
 The nature of the incident 
 Location of the incident 
 Number of people involved in the incident 
 The condition of those involved and where they are located 
 Maintain communication and monitor the situation without endangering oneself until relieved by SLT, PM 
or the relevant authorities e.g. the Police 
 
Procedures for the person receiving notification of a critical incident  
 
Calm and reassure the caller and then take down the following details: 
 
 Name and telephone number of the person making the call  
 The nature of the incident 
 Location of the incident 
 Number of people involved in the incident 
 
The person receiving the notification will: 
 Immediately notify the Heads of School/ SLT 
 Call the Police/ Ambulance Service on 999 if appropriate 
 Maintain communication with the person reporting the incident 
 Reassure the caller that swift action will follow and not to endanger oneself 
 Keep a clear record of all communication, including times, dates and messages given and received  
 

 
 

Under no circumstance should details of the incident or names of those involved be divulger 
to the media/ press 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Procedures for the Heads of School/ SLT/ CIMT/ PMs  
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Heads of School/ SLT/ CIMT/ PMs are alerted to the nature of the incident and shall be provided with the 
following information: 
 
 Name and telephone number of the person making the call  
 The nature of the incident 
 Location of the incident 
 Number of people involved in the incident 
 
The Heads of School/ SLT/ CIMT/ PMs will: 
 Confirm that the Police/ Ambulance Service have been alerted on 999 if appropriate 
 Using walkie talkies, instruct other members of SLT/ CIMT/ POM to investigate the incident without 
endangering oneself 
 Alert Safeguarding Officers 
 As required, alert and brief the LIFE Trust staff, the FBA LGB and Havering Critical Incident Team 
 Alert site staff 
 The Heads of School/SLT to determine if it is necessary to initiate a building lockdown and instruct the 
school reception team to announce the lockdown to the whole school with a warning intermittent bell which 
continues to sound for 2 minutes 
 Ensure class registers are taken and all students, staff and visitors are accounted for  
 Ensure that a written log of all actions and conversations is maintained 
 Ensure all involved in the incident provide a witness statement 
 Prepare a press statement if appropriate 
 Obtain CCTV footage from the network manager 
 Contact parents/carers/ relatives as required 
 The Heads of School/ SLT will decide whom else to inform e.g. Chair of LGB 
 Ensure the Health and Safety Executive has been informed where appropriate 
 Collate evidence and prepare a detailed report 
 End the lockdown by sounding the intermittent bell 3 times 
 

 

Critical Incident Management Team (CIMT) – Emergency Contact Details 
 

Contact During School Hours Out of School Hours 
Headteacher – David Turrell 01708 447368 x 231 07790 188697 
Headteacher – Emilie Darabasz 01708 447368 x 229 07779 278791 
Director of Operations (LIFE) – Denise Broom 01708 447368 x 256 07762 748731 

 
Business Manager – Thomas Mercer 01708 447368 x 279 07904 436698 

Estates Manager – Steve Adams 01708 447368 x 249 07801 544034 
Headteacher’s  PA – Chris Gentle  01708 447368 x 247 07786 656318 
Medical Room – Denise Chatfield  01708 447368 x 282 07840 744301 

 
 
 
 
 
 

Introduction  
 
All schools should consider the need for robust and tested school lock down procedures. Lock down procedures 
should be seen as a sensible and proportionate response to any external or internal incident which has the 
potential to pose a threat to the safety of staff and pupils in the school. Procedures should aim to minimise 
disruption to the learning environment whilst ensuring the safety of all students and staff. Procedures should aim 
to minimise disruption to the learning environment whilst ensuring the safety of all student and staff.  
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On very rare occasions it may be necessary to seal off the school so that it cannot be entered from the outside. 
This will ensure that pupils, staff and visitors are safe in situations where there is a hazard in the school grounds 
or outside the school in the near vicinity. Lockdown procedures may be activated in response to any number of 
situations, for example:  
 A reported incident/ civil disturbance in the local community (with potential to pose risk to staff and students 
in school) 
 An intruder on the school site (with potential to pose risk to staff and students in school) 
 A warning having been received regarding a risk locally, or air pollution (smoke plume, gas cloud) 
 A major fire in the vicinity of the school 
 The close proximity of a dangerous dog or other animal roaming loose 

 
Notification of Lockdown - Staff and students will be notified that lock down procedures are to take place 
immediately on hearing intermittent bell which continues to sound for 2 minutes  
 
General Procedures for all staff and students 
 

Follow the CLOSE procedure 
• Close all windows and doors  
• Lock up  
• Out of sight and minimise movement  
• Stay silent and avoid drawing attention  
• Endure. Be aware you may be in lock down for some time  
 
1. The above signal will activate a process of students (and staff) being ushered into the school building as 
quickly as possible if they are outside and the locking of the school’s outside doors where it is possible to 
remain safe. If this occurs at break or lunchtime, students and staff go to form rooms 
 

2. At the given signal, the students and staff will remain in the room they are in and the staff will ensure the 
windows and doors are closed/locked and blinds closed where possible and students are positioned away from 
possible sightlines from external windows/doors. Lights and Smart boards to be turned off. Mobile phones are 
put on silent mode.  
 

3. Students or staff not in class for any reason will proceed to the nearest occupied classroom and remain with 
that class and class teacher e.g. children using toilets when lockdown procedure is engaged.  
 

4. No staff or students to leave the room for any reason whilst in lock down.  
 

5. Catering Staff to close the shutter to kitchen and turn off lights.  
 

6. If in a lesson or form time, staff should complete the register again and inform Christine Gentle and the ASOs 
via email of any missing students and/ or any additional students in the room 
 

7. Staff to reassure students and to maintain calm and quiet.  
 

8. Staff to keep email open for communication and instructions  
 

9. Staff and students to remain in lock down positions until informed by key staff e.g. SLT there is an all clear or 
End the lockdown by sounding the intermittent bell 3 times 
 

10.  Follow the guidance sent via email for the release of students for the next phase of the day and for 
completion of further registers  
 

 
Specific Information for External Threats Procedure 

 
The following procedures should be followed when a threat is outside of the school building 
 
The Heads of School/ SLT determine, if it is necessary, to initiate a building lockdown 
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1) Instruct the site staff to sound the intermittent bell which continues to sound for 2 minutes and to lock all 
external doors at the end of the 2 minutes 
 
2) All students and staff to follow the CLOSE procedure outlined on page 4 
 
3) Staff and students to remain in lock down positions until informed by key staff e.g. SLT there is an all clear 
or End the lockdown by sounding the intermittent bell 3 times. 
 

4) Follow the guidance sent via email for the release of students for the next phase of the day and for 
completion of further registers  

 
 

Specific Information for Bomb Threat – upon receiving a message that a bomb has been 
planted in school 

 
Immediate Action Person(s) Responsible 

Ask questions such as: 
 Where is the bomb located? 
 When is the bomb set to go off? 
 What materials are in the bomb? 
 Who is calling? 
 Why is the caller doing this?  
 
Listen closely to the caller’s voice and speech patterns and noises in the 
backgrounds 
 
Notify the Heads of School/ most senior member of staff in school

Call handler 

Evacuation of all persons inside the school building using the Fire alarm  Heads of School 

Notify the Police  Heads of School 
 

Evacuation procedures 
 Heads of School/ other staff – no mention of bomb threat 
 Use standard fire drill procedures including registers  
 Heads of School may make the decision to move staff and students further away from the school building 
 No-one re-enters the buildings until the entire building(s) is declared safe by the Police/ Fire Service 
 Students and staff to be moved to a host venue if greater distance is required – Hylands Park or Hylands 
School 
 Heads of School to notify staff and students of the termination of the emergency  
 If external examinations are occurring, try to maintain examination conditions for the students involved 
 The Heads of School will send all families a pre-prepared letter that outlines their child has been sent home 
due to the alert if deemed necessary 
 No families to come to the school to collect students 

 
 
 
 
 
 
 
 
 
 

Specific Information for ‘Internal Intruder’ Procedure 
 

The following procedures should be followed when a threat is inside of the school building 
 
The Heads of School/ SLT determine, if it is necessary, to initiate a building lockdown 
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1) Instruct the site staff to sound the bell which WILL SOUND FOR 10 SECONDS AND THEN STOP FOR 
10 SECONDS THEN START FOR 10 SECONDS  
 
2) Call 999 
 
3) All students and staff to follow the CLOSE procedure outlined on page 4 except classes/ students that are 
outside. They SHOULD NOT enter the building 
 
4) Move outside classes/ students to fire drill area at the back of the school 
 
5) Lock classroom doors or place desks across the door 
 
6) Adults must direct students to sit on the floor with the lights off 
 
7) DO NOT LOCK EXTERIOR DOORS  
 
8) Move people away from windows and doors 
 
9) Take a register of your class and send to Chris Gentle and ASOs 
 
10) Do not respond to anyone at the door until the all clear signal is given 
 
11) Ignore the fire alarm as the school will not be evacuated using this method. If there is a fire or an 
evacuation needs to take place then the codeword will be used AVALANCHE  
 
12) Staff and students to remain in lock down positions until informed by key staff e.g. SLT there is an all clear 
or End the lockdown by sounding the intermittent bell 3 times. 
 

13) Follow the guidance sent via email for the release of students for the next phase of the day and for 
completion of further registers  

 
Special considerations 

 
Lockdown before school starts: 
 Staff gather all students inside the building in form rooms 
 SLT/ PMs to check corridors and exterior of the building 
 SLT to stand at gates alerting parents/ students not to enter or to go home if safe to do so 
 All clear – students go to form rooms if not already there 
 
 
Lockdown after school: 
 Staff running clubs etc gather students and take attendance register and alert site team 
 Site team call 999 and alert Heads of School  
 Site team check corridors and other rooms  
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Introduction 
 
Aims 
This Plan has been produced to increase schools readiness for effectively responding to emergencies, 
continuing education during an emergency and prepare for a prioritised return to ‘business as usual.’ 
 
Objectives 
The objectives of the Plan are to: 
 prevent/minimise the loss of life and injury to students and staff; 
 alert relevant parties e.g. emergency services, the Local Authority, parents and school governors; 
 take control at the scene until the emergency services arrive; 
 minimise disruption to the normal daily routine of staff and students; 
 support staff, students and parents in the aftermath of an incident; and 
 Ensure effective working with the media. 
 
Plan Review 
This plan should be reviewed and revised on an annual basis by the Executive 
Headteacher/Headteachers (or senior designated member of staff), in response to new guidance 
and/or following live activation or exercise of a plan. 
 
Testing/Exercising of plan 
The plan should be tested and results recorded. This will take place every 6 months and involve a core 
team (Critical Incident Management Team) 
 
The tests will involve: 
 A 'paper walk-through' 
 A table top test 
 Site walk 
 Identification of any points of weakness 
 Telephone cascading test message to check communications structure 
 Full rehearsal using the signal (intermittent bell which continues to sound) – once a year 
 
There should be an audit of the plans activities and feedback from staff to ensure responsibilities and 
duties are understood. A third party may be needed 
 
Activation 
The School Emergency Plan is activated following a decision of the school senior manager, normally the 
Executive Headteacher or Headteachers 
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Checklist to Complete the Plan 
 
 
 School name and logo have been inserted on the front page with details of the Headteacher, date 
and who completed and review date. 
 
 Testing or exercising of the plan has been agreed 
 
 A copy of the plan is stored at a safe location off-site 
 
 Up to date contact details of School Staff, Children’s Services Staff and Third Parties are included 
within the plan 
 
 An Incident Response Team has been established 
 
 Members of the Critical Incident Management Team are aware of their roles and responsibilities and 
appropriate training delivered 
 

 An ‘Emergency Pack’ is held at the school containing items listed in this plan 
 
 Securing school premises has been considered and appropriate means are in place 

 

 
 Copies of Incident Log Form are kept within the ‘Emergency Pack’ to be distributed in the event of a 
critical incident to monitor activity by member of the Incident Response Team 
 
 Schools Health & Safety Fire Action Plan has been completed identifying: 
o Fire assembly point 
o Gas/electric isolation points 
o Alternative accommodation to take students/staff in the event of a critical incident where 
parents/carers will be contacted 
 
 Emergency Evacuation and School Closure Letters to Parents hard copies are kept in the 
‘Emergency Pack’ 
 
 Staff Cascade Telephone Tree has been adapted to the needs/requirements/specifics of your school 
 

 Business Continuity checklist has been completed. 
 
 Date set for annual review and amendment where necessary 
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Roles and Responsibilities 
 

Role Responsibilities Named Person Identified 
for Role 

Incident Manager  Consider the need to alert other colleagues 
and external agencies. 

 Establish a Critical Incident Management Team 
and allocate roles. 

 Collate all relevant information relating to the 
emergency. 

 Co-ordinate the emergency response strategy, 
liaising with relevant agencies, e.g. the 
emergency services, Local Authority, School 
Governors as appropriate. 

 Monitor the emergency response. 
 Provide regular staff/team briefings. 
 Authorise any additional expenditure 
 Overseeing an evacuation 
 Contacting emergency services 
 Reporting to emergency services if there are 

any unaccounted persons following an 
evacuation 

 Give the ‘all clear’ to re-enter the building 
following an evacuation (upon advice that it is 
safe to do so) 

 Organisation lead officer for influenza 
pandemic planning and management 

1st
 

David Turrell – Headteacher 
 
2nd 

Emilie Darabasz – 
Headteacher 
 
3rd 

Julian Dutnall – Executive 
Headteacher 

Deputy Incident 
Manager 

 Assists Incident Manager. 
 Co-ordinates and manages staff in the Incident 

Response Team. 
 Monitors staff welfare and organises staff 

roster. 
 Support Incident Manager for influenza 

pandemic planning and management 

1st
 

Thomas Mercer - FBA 
Business 
Manager 
 
2nd 

Denise Broom – Head of 
O tiParent Liaison 

Officer(s) 
 Advises parents and provides information. 
 Provides point of contact. 
 Arranges on site co-ordination of visiting 

parents. 
 Maintains regular contact with parents where 

appropriate. 

1st
 

Wesley Menlove - Vice 
Principal 
 
2nd 

Laura Hebden – Assistant 
Vice Principal 

Administrators/Office 
Staff 

 Person the telephone lines. 
 Help to collate information. 
 Relay incoming and outgoing messages by 

telephone, fax, email, etc in a prompt manner. 
 Provide admin support to the Incident Manager 

and Deputy Incident Manager. 
 Maintain a master log of key events (see 

Incident Log Form) and decisions, including 
expenses incurred. 

 Evacuating the building via the nearest fire 
exit taking with them the Emergency Pack 

1st
 

Chris Gentle – PA to Heads 
of School 
 
2nd 

Linda Cutmore – Cover 
coordinator 
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  with any class registers and student 
emergency contact information. 

 Taking the visitors signing in book 
 Proceeding to the assembly point 
 Providing all the class registers to the 

teachers at the assembly point 
 Accounting for staff and visitors 
 Reporting to the Heads of School at the 

assembly point of any issues/all clear 
 Check contents of Emergency Pack monthly to 

ensure all is in working order (e.g. torches). 

See separate Emergency 
Evacuation plan attached – 

 

 
 
Receptionists 

Communications 
Officer/Media 
Spokesperson 

 Acts as point of contact for media enquiries. 
 Works with the Local Authority’s 

Communications team to prepare media 
statements/interviews. 

 Assist with internal communications. 

1st
 

Emilie Darabasz - 
Headteacher 
 
2nd 

Wesley Menlove – Vice 
Principal 

Teachers  Maintain supervision. 
 Ensure the safety and security of students. 
 Provide information and offer reassurance. 
 Monitor Students physical and psychological 

welfare. 
 To escort their class and leave by the nearest 

available fire exit 
 Proceed to the assembly point which is located 

within the car park 
 Do a head count and if necessary call the 

register and report to Incident Manager any 
unaccounted students 

 Closing fire doors behind them. 
 If possible and safe to do so the teacher should 

close the doors and windows upon exiting the 
classroom 

1st
 

David Turrell - Headteacher 
 
2nd 

Laura Hebden – Assistant 
Vice Principal 
 
3rd 

Krishna Loyal - Assistant 
Vice Principal 

Facilities Manager  Ensure site security at all times. 
 Provide information about site facilities/layout 

as necessary. 
 Assist with access/egress to the school. 

1st
 

Steve Adams, Estates 
Manager 

Liaison Officer  To represent the school at the Local Authority’s 
Emergency Operations Centre. 

 Communicate with colleagues at the school on 
a regular basis and receive updates/progress 
reports. 

 Relay information to and from the Local 
Authority. 

David Turrell - Headteacher 
Emilie Darabasz -  
Headteacher 



7 

Emergency Pack Checklist 
 
It is recommended that a small emergency bag is stored in a secure but immediately accessible location on 
site that can be collected by a designated member of staff/member of the Critical Incident Management 
Team. 
 
Schools are strongly advised to ensure that the contents of the ‘Emergency Pack’ are checked on a 
monthly basis to ensure no contents have been removed and all is in working order (e.g. battery power for 
torches etc). 
 
Below is a checklist of items that can be used when preparing an ‘Emergency Pack.’ 
 
This list is not exhaustive; some items can be excluded if appropriate and other items can be included as 
necessary. 
 
Mobile phones may also need occasional use to ensure that it stays “live” on the network. Plenty of credit 
should also be maintained on Pay As You Go phones. 
 

 Copy of School Emergency Plan 
 Insurance Policy Schedule 
 Blank Incident Log sheets 
 Copies of emergency evacuation and school closure letters 
 Action Cards 

 

 Pens and paper 
 Clipboards 
 Torch and spare batteries 
 Space Blankets 

 

 
 First aid box 
 Specialist medicine for students (e.g. asthma inhalers) 
 Plans of the school 
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Specific Guidance 
 

A) Evacuation 
(Including fire, gas leak, chemical spill, flooding, explosion) 
 
This guidance document is an accompaniment to the existing Fire Action Plan 
 
Immediate Action: 
1. Activate fire alarm. 
2. Dial 999 and give the nature of the incident, location and name of the person in charge. 
3. All persons to vacate the building and assemble at the known assembly point. 
4. Person in charge should ensure that all relevant paperwork (e.g. Attendance registers, staff lists, 
emergency contact numbers, emergency evacuation letters to parents and incident log forms) are taken to 
the assembly point. 
5. Mark attendance of students on registers and report any missing persons to the person in charge. 
6. Person in charge to meet and report to the Emergency Services on their arrival on site. 
7. Notify the local authority (LA) of incident –Assistant Director of Education 01708 431250 (Trevor Cook), 
Sue Wilks (SW, 01708 432903) or Stephen Catley (SC, 01708 431707) and Emergency Control Room Out of 
Hours (01708 433999) In Hours (01708 434343). 
8. Keep students at assembly point and as reassured as possible 
9. If given 'all clear', check no students are missing on re-entering the building 
10. If students are dismissed from the assembly point, distribute the emergency evacuation letter 
11. Parents/ Carers to be contacted to collect students (prioritise children with special needs) 
12. Children of a reasonable age that are ordinarily allowed to walk home should do so 
13. Students whose parent/carers cannot be informed or cannot look after them should be taken to a safe 
haven. Messages should be left with parents and at the school gates as to where students have been taken. 
14. Ensure students resident outside of Havering have a safe passage home or arrange to hold them as 
above. 
 
Next Steps: 
1. Establish if the school needs to be closed or if part of the school is unusable - request assistance from 
the LA - TC (01708 431250), SW, 01708 432903 or SC (01708 431707) 
2. Secure premises 
3. Short-term closure - person in charge to arrange for students, staff (including midday supervisors, 
caretakers etc) and Chair of Governors to be contacted. Possible methods: 
 Parentmail and/or text message to all staff 
 Local radio and T.V. announcements 
 Notice on school gates 
 Website, answer phone message 
 Parentmail to parents/carers 
 Notice on SMHW (Satchel) for students 
 
4. Long-term closure: Invoke Business Continuity Plan - alternative arrangements for students to 
continue their education either at another establishment or in temporary accommodation with assistance from 
LA. 
5. Collate CCTV tapes (if appropriate). 
6. If applicable, Executive Headteacher or Heads of School to co-ordinate and issue a press statement 
7. Establish if an occasion for students to express their feelings needs to be arranged. Contact the Child & 
Community Psychology Service (01708 433955). 
8. Arrange a debriefing meeting for all those involved, complete Incident Evaluation Form and send to L
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B) Evacuation Procedure 
 
In the event of fire, it is the first duty of all concerned to prevent injury or loss of life.  Each 
member of staff is legally obligated to make sure they are familiar with 

 1. ALL  call points 
 2. ALL fire routes 
 3. ALL fire exits 
 4. ALL fire extinguishers 
 

LIFTS MUST NOT BE USED AT ANY TIME DURING THE EVACUATION. 

All staff (support staff AND teaching staff) must sign out and then back in if leaving the 
premises during the normal school day, this includes if leaving the premises during lunch 
time. 

Reception desk has a sign to be displayed in the event of a fire Drill explaining what is 
happening and instructions to any visitors who arrive during a Fire or a drill.  

Staff should also ensure that fire exits are not obstructed at any time 

If it is possible to attack an outbreak of fire, it should be done only without taking personal 
risks.   

The assembly point for evacuation in the event of a fire warning (continuous siren) is the 
field at the back of the school.  This location is safest as it is furthest away from the school 
buildings and will allow sufficient room to check students and staff easily.  

On hearing the alarm sound evacuate your classroom in an orderly manner, close the 
windows and doors and guide your class to the nearest appropriate exit.  Students and 
staff must leave all equipment in their respective rooms including bags and personal 
belongings.  

All key staff receiving reports will be wearing a high vis vest.  Their colour is noted both in 
these procedures, and on Appendix III.  If a member of key staff is absent their cover is 
noted on Appendix III.  The cover member of staff will also be wearing the appropriate colour 
high vis.  

Fire Marshals  

 Fire Marshals (YELLOW HIGH VIS) are to ensure all students leave the area quickly 
and quietly. 

 They must conduct a sweep of their area and then leave the building. 
 Please check the timetable of any mobility impaired student who may be in your area 

at any given time. That student should remain in the classroom with her LSA or class 
teacher until the Fire Marshall comes through and escorts them to the nearest stair 
well. This is a recognised place of safety for up to 2 hours in the event of a real fire 
emergency. The Fire Marshall can then report that student and LSA’s to the FORM 
TUTOR/PROGRESS MANAGER out on the field. 

 They should report that their area is clear by passing their Green dept. Baton to 
CHRIS GENTLE (Fire Marshall co-ordinator) once out on the back field, and then 
proceed quickly to their allocated area/duty. 
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 CHRIS GENTLE (Fire Marshall co-ordinator) Will report to DAVID TURRELL 
(Headteacher) (DARK BLUE HIGH VIS) once all Fire Marshals have been accounted 
for.   

 

Accounting for students 

 Students must leave the room in silence following the route indicated by their 
teachers.   

 They must line up at the designated Fire Assembly point, in Forms, in alphabetical 
order.  (See Appendix I)  

 Registers should be collected from the ASO’s (SHELBY CRAMER) by FORM 
TUTORS as they stand with their forms ensuring absolute silence. SHELBY 
CRAMER will be in the middle of the field wearing a PURPLE high vis. In the 
absence of the attendance officer SHELBY CRAMER  an ASO will take the registers 
to the field. A list of all students will be preprinted on a termly basis and stored in a 
folder accessible by the ASO’s 

 All students should be checked against the register and any missing students must 
be reported to the PROGRESS MANAGER for each year. 

 The PROGRESS MANAGER will check any missing students against the pupil 
signing out sheets, which will be held by the attendance ASO’s 

 Mobility impaired students should wait with their Class Teacher (or LSA if available) 
until the relevant Fire Marshall comes through the area and escorts the class out of 
the building. The Class Teacher can escort the mobility impaired student to the 
nearest stair well. This is a recognized place of safety for up 2 hours in the event of 
an actual fire emergency. The Fire Marshall can then report that student and Class 
Teacher to the FORM TUTOR/PROGRESS MANAGER/TEACHING STAFF 
COORDINATOR out on the field. The Class Teacher can begin to evacuate the 
student if they are able to safely otherwise they should remain in the stair well until 
help arrives.(in the event of a planned drill, the student and Class Teacher can 
remain in the stair well until the drill is over and the other students are allowed back 
inside the building)  

 The PROGRESS MANAGER will then report that all students are accounted by 
passing the Year group baton (keyring) to EMILIE DARABASZ (Headteacher) 
(DARK BLUE HIGH VIS) 

 If any students or form tutors are not accounted for they must be reported 
immediately to the Head of School. 

 If a form has 2 Form Tutors then whoever is on registration duty that day will follow 
FORM TUTOR procedures above, the other member of staff should report to 
WESLEY MENLOVE (Teaching staff co-ordinator) (LIGHT BLUE HIGH VIS) 

 Teachers running out of school clubs or other activities outside of usual class times 
must take registers and are responsible for escorting those students out of the 
building.  

 Any students in the building who would otherwise have left the premises due to early 
finishes must remain with the Teacher who is supervising them at that time. Ie 
students in the Library who would normally have left and are waiting for 
parents/siblings should leave the building with the Librarian and stand with support 
staff outside. 

 Students who would be using the lift should make their way to the nearest fire exit 
stairwell and wait until a member of the evacuation team arrive with an evac chair to 
get them out. Alternatively if they are more able to they can make their way down the 
stairs after all other students have gone down.  



11 
 

 Medical Room : in the event that the Medical room officer  (DENISE CHATFIELD) is 
not present in the Medical Room due to being on a call elsewhere on site, ASO’s will 
evacuate the Medical room 

 In the event of a fire evacuation when the medical room officer is present she will 
accompany any students out through Reception to the back field. If any student is 
unable to walk by themselves then the Medical room officer will stay with them 
outside reception and inform ASO’s who will report to the teaching staff coordinator 
WESLEY MENLOVE (Teaching staff co-ordinator) (LIGHT BLUE HIGH VIS) to 
register them.  
 

Sixth Form 

 Students must leave the room in silence following the route indicated by their 
teachers.   

 They must line up at the designated Fire Assembly point, in Forms, in alphabetical 
order.  (See Appendix II)  

 Registers will be distributed by CARON DOHERTY (the 6th form administrator) to 
form tutors as they stand with their form ensuring absolute silence. 

 All students should be checked against the register and any missing students 
checked against the signing out sheets (held by the 6th form administrator) the form 
tutor should then report to CARON DOHERTY (the 6th form administrator)  

 Once all 6th form students and 6th form staff are accounted for CARON DOHERTY 
(the 6th form administrator) (ORANGE HIGH VIS) will Report to DAVID TURRELL 
(Headteacher) (DARK BLUE HIGH VIS) 

 The Fire Marshalls should report that their area is clear by passing their Green Baton 
to CHRIS GENTLE once out on the back field and then proceed quickly to their 
allocated area/duty. 

 If any students or 6th form staff are not accounted for they must be reported 
immediately to the Head of 6th form who will inform the Headteachers . 
 

Accounting for Staff 

 

 All other teaching staff should report immediately and directly to WESLEY 
MENLOVE (Teaching staff co-ordinator) (LIGHT BLUE HIGH VIS). Including Year 11 
and Year 13 Form Tutors from June onwards once their Year groups have left. 
Wesley will have been given the INVENTRY SYSTEM report of all currently signed in 
Teaching Staff. 

 

 All support staff, Cleaners, MDA’s, Visitors and Peripatetic teachers, must report 
immediately and directly to LISA HICKLING (Support staff co-ordinator) (GREEN 
HIGH VIS). Lisa will have been given the INVENTRY SYSTEM report of all currently 
signed in Support Staff. 
 

 

 The Site team must proceed immediately to main Reception to establish the location 
of the fire, and call the fire service.  The PREMISES MANAGER must then report to 
the Headteachers who will give further instructions. The rest of the Site Team exit the 
building immediately and report to LISA HICKLING (Support staff co-ordinator) 
(GREEN HIGH VIS) to be registered. 
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The Headteachers will remain stationary at the centre of the school field closest to the 
school in order to be available to receive information. 

The Headteachers will inform staff when it is safe to reoccupy the building. 

A list of the individuals in each position and their cover in case of absence is below 
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Fire Evacuation Reporting Chart  
  
  

FORM TEACHER  

 

  
 

 

  

PROGRESS MANAGER 
(Hand baton to) 

 

  

Emilie Darabasz Headteacher 

 

   

TEACHING STAFF  

 

  

  

WESLEY MENLOVE (Vice 
Principle) 

 

  

David Turrell Headteacher 

 
 

   
SUPPORT STAFF,SITE, 
MDA’s, CLEANERS, 
VISITORS (Incl 
Peripatetic Music Staff) 

 

 
 

LISA HICKLING (Finance 
Officer) 

 

  

David Turrell  Headteacher 

 

   

FIRE MARSHALLS (Hand 
Batons to) 

 

  
 

CHRIS GENTLE  (PA to 
Headteachers) 

 

  

David Turrell  Headteacher 

 

   

SIXTH FORM TEACHERS 

 

  
 

YEAR 12 & 13 
PROGRESS 
MANAGER  

 

  

CARON DOHERTY (6th 
form Administrator) 

 

  

David Turrell  Headteacher 

 

   

CATERING STAFF 

 

SUPERVISOR 

 

LISA HICKLING (Finance) 

 

David Turrell –  Headteacher 
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6th 
Form  

                      

Astro 

                      

   
Yr 
12/13        Yr7     YR8 

                     

                     

    7F 7B 7E 7L 7O 7R 7S 7W  8F 8B 8E 8L 8O 8R 8S 8W 

     

     

9
F 9

B
 9
E 9

L 9
O
 9
R
 9
S 9

W
 

  

        

                  

      Headteachers  Yr9 

                   

         

         

       

     

10F 10B 10E 10F 10O 10R 10S 
10W 

11F 11B 11E 11F 11O 11R 11S 
11W 

                      

             Yr10        Yr11          

                                 

Teaching Staff                        Support Staff 
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Current individuals in post for Fire Evacuation 

Procedures. 
 
 
POSITION PERSON HIGH VIS COLOUR DEPUTY 

Headteacher David Turrell  DARK BLUE Emilie Darabasz 
Headteacher Emilie Darabasz  DARK BLUE David Turrell 
Estates Manager  Steve Adams YELLOW  
6TH Form Administrator  Caron Doherty ORANGE Harriet Mond 
Teaching Staff Co-ordinator Wesley Menlove LIGHT BLUE   
Fire Marshall Co-ordinator Chris Gentle    RED Lisa Hickling 
Support staff Co-ordinator Lisa Hickling GREEN Chris Gentle 
Attendance  Shelby Cramer PURPLE ASO’s 
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C) Procedures involving Lockdown instructions 
 

Emilie Darabasz 
 

 
A Lockdown procedure is a Standard Health and Safety procedure similar to a Fire Drill but involving keeping 
students and staff inside the school site in the event of a threat to the safety and wellbeing of students, staff 
and visitors where it is deemed safer to confine everyone to a secure place. 

 

 
Situations where a Lockdown may be initiated are very unlikely to occur but could include and are not 
confined to: 
 A potentially dangerous person on the school site 
 A disturbance or dangerous situation in the local community which could affect the School 
 A nearby Chemical incident or other air pollution risk. 
 An incident involving Terrorism 
 
In the unlikely event of “Lockdown” key senior staff will dynamically Risk Assess the situation at hand and 
advise accordingly using code words/ alarm activation. 
 
The following points will be considered: 
 Alarm Triggered – this will be an intermittent bell which continues to sound for 2 minutes 
 Emergency services contacted – 1st Emilie Darabasz 2nd David Turrell 
 Students outside will move immediately into the nearest classroom 
 Teachers will close windows/pull blinds/lock the doors 
 Students may be asked to move away from windows and or hide beneath desks 
 Parents informed as soon as possible but advised not to come to the school or try to get in contact with 
students 
 

Follow the CLOSE procedure 
• Close all windows and doors 
• Lock up 
• Out of sight and minimise movement 
• Stay silent and avoid drawing attention 
• Endure. Be aware you may be in lock down for some time 
 

Basic principle RUN – HIDE – TELL 
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D)   Procedures Involving School closure during school hours: 
 

 
1. Unless School closure is due to emergency evacuation, teachers should stay in the classroom with 
students until hazards are assessed and further instructions are given. 
2. Contact the LA - TC (01708 431250),  SW, (01708 432903) or SC (01708 431707) 
3. Parents/carers to be contacted to collect Students (prioritise children with special needs). 
4. Send Parentmail notification. 
5. Children that are ordinarily allowed to walk home should do so if it is safe 
6. Secure school premises 

 
If the closure occurs out of school hours: 
1. The Trust and /or Headteachers to be contacted by the first person on site 
2. Arrange for announcements to be made on local T.V. and radio stations if appropriate 
3. Parentmail text message to all staff 
4. Parentmail notification to parents/carers; message on the school website and notification on SMHW 
(Satchel One) 
5. Place a notice on the school gates and a member of staff so that any students arriving are notified. 
6. Secure school premises 

 

 
 

Next Steps: 
1. Arrange for re-opening announcements on local radio and T.V. stations (if appropriate) and post notices 
on the school gates to the same effect. 
2. Parentmail text message to all staff 
3. Parentmail notification to parents/carers; message on the school website and notification on SMHW 
(Satchel One) 
4. Collate CCTV tapes (if appropriate) 
5. Arrange a debriefing meeting for all those involved, complete Incident Evaluation Form and send to LA. 

 

 
 

E) Procedures Involving Death or Injury at the School 
 

 
Note: for guidance relating to death or injury of a student whilst on an Educational visits please refer to the 
Educational visit guidance 

 
Immediate Action Person(s) Responsible 

1. Send for immediate assistance - contact the Emergency Services - 
999 

Executive Headteacher and 
Headteachers 

2. Remove students from location of incident to a safe area. Any member of staff present 

3. School First Aid Officer should attend the student/member of staff. School First Aid Officer 

4. Person in charge to contact: 
 The next of kin 
 Trustees 
 Chair of Governors 

Executive Headteacher and 
Headteachers 

 

 
 

Next Steps Person(s) Responsible 
1. Establish if the school needs to be closed 
 
2. If the school is to be closed, see Specific Guidance – School Closure 
 
3. Arrange for counselling for students and staff 
 
4. Arrange a debriefing meeting for all those involved, complete Incident 
Evaluation Form and send to LA. 

Executive Headteacher and 
Headteachers 
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Procedures involving Death or Injury out of School 
 

The impact of incidents involving death or serious injury of a student outside of school hours, in some 
circumstances, may be noticeable within the school. 
It is recommended that any students effected be considered for counselling. 

 

 
 

F)  Assault on Staff or Students by Members of the Public 
 

In the event of an assault immediate action should include: 
Action Person(s) Responsible 

1. Send for immediate assistance to the school office Any member of staff 

2. If appropriate, Contact the Emergency services – 999 Headteachers 

3. If staff member(s) witness the assault they should try and distract 
the assailant without risking themselves, trying to remove them, if 
possible, to a 'safe' area. 

Any staff member 

4. If appropriate, the School First Aid Officer should attend the member 
of staff or student attacked. 

First Aid officer 

5. Spectators should be dispersed. Any member of staff available 

6. Statements taken from appropriate witnesses. Senior members of staff or other 
appropriate staff members 

 

A schools' Safety Pack on Violence at Work has been developed in order to provide detailed support to 
schools and their staff. The pack contains definitions and details on how to report incidents of physical and 
non-physical violence. 

 
G) Health Incident 

This section includes procedures for responding to outbreaks of communicable diseases among staff and/or 
students (e.g. meningitis). 

 
Immediate Action Person(s) Responsible 

1. Obtain and collate as far as possible, all the facts from the families. 1st Progress Manager 
2nd ASO 

2. Liaise with Havering PCT Public Health Dept. and/or Health 
Protection Agency (see telephone numbers below). 

1st Senior leader attached to year 
group 
2nd Headteachers 

3. Inform the Schools Health & Safety Team at LA - 01708 431707. 1st Senior leader attached to year 
group 
2nd Headteachers 

4. Inform parents and students not directly affected about the incident. 
Distribute leaflets to parents (available from the Department of Health). 
5. 

1st Senior leader attached to year 
group 
2nd Headteachers 

6. Inform neighbouring schools and schools of siblings. 1st Senior leader attached to year 
group 
2nd Headteachers 

7. If appropriate, prepare a press statement ( Executive Headteacher and 
Headteachers 

8. Refer to document in the Health and Safety manual for guidance on 
Infection control and communicable diseases 

Executive Headteacher and 
Headteachers 
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Next Steps Person(s) Responsible 
1. Update parents regularly. 
2. Provide a contact name and number for the school. 
3. If necessary refer to “Death in school” section 
4. Arrange a debriefing meeting for all those involved, complete 
Incident Evaluation Form) and send to LA. 

Headteachers 

 

 
 

Department of Health – Customer Service Centre 0207 210 4850 
National Meningitis Trust 01453 751738 
Meningitis Research Foundation 01454 281811 
Health Protection Agency (HPA) 0207 220 4500 
NHS Direct 01883 622222 
School Nurse Harold Hill Area 
School Nurse South Hornchurch Area 
School Nurse Romford Area 

01708 796400 
01708 796500 
01708 796700 

Havering Public Health Lead 01708 431835 
 
 

Contact Telephone Numbers 
 

 

Key School Staff 
 

Contact During School Hours Out of School Hours 

Executive Head teacher – Julian Dutnall 01708 447368 x 226 07934 765158 

Executive Head teacher PA –Kathy Hardy 01708 447368 x 222 07890 268954 

Headteacher – David Turrell 01708 447368 x 231 07790 188697 

Headteacher – Emilie Darabasz 01708 447368 x 229 07779 278791 

Director of Operations (LIFE) – Denise 
Broom 

01708 447368 x 256 07762 748731 

Business Manager – Thomas Mercer 01708 447368 x 279 07904 436698 
Estates manager – Steve Adams 01708 447368 x 249   07801 544034 

Headteachers PA – Chris Gentle 01708 447368 x 247 07786 656318 

Chair of Governors – Ally Peace 07711 312545 07711 312545 

Medical Room – Denise Chatfield 01708 447368 x 282 07840 744301 



16 

Social Care & Learning Contact Telephone Numbers 
 

Contact Position During School Hours 

Trevor Cook Assistant Director for Education Services 01708 431250 

Sue Wilks Head of Health and Safety 01708 432903 

Stephen Catley Schools’ Health and Safety Manager 01708 431707 
 

Trevor Meers 
Emergency Planning & Business Continuity 
Manager 

01708 434605 

Lilly Pannifer Emergency Planning Officer 01708 431942 
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Third Party Contact Telephone Numbers 
 

Contact During School Hours Out of School Hours 
Emergency Services 999 999 
LBH Emergency Control Centre 01708 433999 01708 433999 
Gas Emergency Number 0800 111 999 0800 111 999 
Corona Energy 0870 225 3666 0870 225 3666 
Total Gas & Power 0333 003 7874 0333 003 7874 
EON (electricity emergency) 105 105 
Water 0845 782 0999 0845 782 0999 
Water Leak 0800 526337 0800 526337 
Police Station 01708 751212 01708 751212 
Local Authority (Social Care & Learning): 
Trevor Cook – AD Education Services 
Sue Wilks 
Stephen Catley 

01708 431 250 
01708 432903 
01708431707 

 

Child & Community Psychology 01708 433963  
Schools Health & Safety 01708 431707  
LBH Strategy & Communications 01708 432001  
London Fire Brigade 0208 555 1200  
Essex Fire Brigade 01277 222531  
London Ambulance Service 020 7921 5100  
Queens Hospital 0845 130 4204 0845 130 4204 
Department of Health – Customer Service Centre 0207 210 4850  
National Meningitis Trust 01453 751738  
Meningitis Research Foundation 01454 281811  
Health Protection Agency (HPA) 0207 220 4500 0207 220 4500 
NHS Direct 0845 4647 0845 4647 
School Nurse – Harold Hill Area 01708 796400 01708 465782 
School Nurse – South Hornchurch Area 01708 796500 01708 465782 
School Nurse – Romford Area 01708 796700 01708 465782 
Havering PCT Health Protection Lead 01708 431835  
BBC Radio Essex 01245 348348  
Link FM 01708 342200  
Essex FM 01245 524550  
Time FM 01708 730383  
Capital Radio 0871 2222 958  
Insurance – Essex County Council 03330 321595  
Alarm Engineers - Multitech 01277 201793  
Security Company - Guardian 01708 223823  
Glaziers/Boarding up – SM Glass Services 07977 460 686 07977 460 686 
Cleaning Contractors- Schools Office Services 020 7281 1587 020 7281 1587 
Portacabin suppliers Elliott 03332523294  
Caterers – CATERLINK 01189 35672 07392 879162 

Voluntary Organisations  
Pathway Counselling 0208 590 8556  
The Samaritans 01708 740000  
Citizens Advice Bureau 0870 120 4200  
The Information Shop for Young People 01708 768512/ 01708 

343479 
 

Havering Asian Social & Welfare Assoc. 01708 522789  
Hubb Mental Health Users Group 0208 590 2666  
Havering Association for People with Disabilities 01708 476554  
Havering Victim Support Scheme 01708 451000  
The Children's Society 01708 227672  
British Red Cross 0208 518 9228  
St. John’s Ambulance 08700 104950  
WRVS (Glynis Williamson) 07714 898539  
Salvation Army 0845 634 0101  
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Business Continuity Checklist 
The below checklist has been designed to provide practical advice and recommendations that if in place 
should minimise the effects of a critical incident and bring the school back to normal as soon as possible. 
Please add to this list as you see fit and provide evidence that each point has been considered/dealt 
with. 
  Critical aspects of the school have been considered and identified. Depending on the time of year, 
the following year groups and/or subjects will be prioritised: 
o Public Exams May – May and June Year 11 and 13 
o Year 7 & 8 – age of the students 
 The minimum number of staff needed to operate is: 

  Number of staff to cover the all
timetabled lessons at the maximum 

Number of staff to cover the all
timetabled lessons at the minimum 

Whole school 62 lessons to be covered
Years 7 - 11 48 lessons to be covered 43 lessons to be covered 
Year 11 only 11 lessons to be covered 9 lessons to be covered 
Year 10 only 11 lessons to be covered 9 lessons to be covered 
Year 9 only 11 lessons to be covered 9 lessons to be covered 
Year 8 only 9 lessons to be covered 8 lessons to be covered 
Year 7 only 9 lessons to be covered 8 lessons to be covered 

 Adequate teaching cover across all subjects and all levels is available so that teaching can continue 
following an increased sickness level 
 Staffing levels are managed in a staged approach as percentages of absence increase/decrease 
 If the school is unusable following a critical incident, an alternative space will be provided at/by Hylands 
School 
in the short term whilst the students are dismissed/collected 
 The school would operate virtually in the first instance as per the experience through Covid lockdown 
 The Trust, Local Authority and DfE would liaise about sourcing appropriate alternative accommodation for 
the 
school 
 appropriate, transport arrangements for students to be taken to alternative 
workspace/temporary accommodation will be provided by - Students make their own way on public 
transport 
 Sufficient staff are trained in the use of online learning platforms e.g. Zoom and SMHW to continue 
teaching the curriculum to student following school closure 
 All key site staff have been familiarised with the location of the mains switches and valves for electricity, 
gas and water. 
 All information is regularly backed up (i.e. at the end of each working day or at least weekly). See 
attached for specific details of Back up Infrastructure. 
 A list of emergency contacts has been created and a copy is held off-site in a secure location at Hylands 
School 
 All critical documents have been identified and are adequately protected. 
 Copies of critical records are held at a separate location at Benhurst School 
 Key equipment has been identified as the following: 
1. First Aid Kits 
2. Fire RA report – including Gas points 
3. Emergency Plan 
 An inventory of equipment is updated regularly by IT 
 Critical IT systems are: 
o VM WARE hosts 
o Windows Servers 
o Upload al files to file server 
o Any effected network equipment 
 Vital computer information are stored at a safe location off-site see separate sheet with details. Back up is 
stored at Benhurst School 
 A copy of the insurance company’s details and policy is held both on and off site at Hylands School 
 Insurance is provided by Essex County Council. The named person to contact is Ria Sawyer 03330 13981 

 If the kitchens are taken out of use alternative arrangements to provide rneals are  -Packed Lunches 
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VIA PARENTMAIL 
 

 
 
 
 
 
 
   
 
 
 
 
 
 
 
 
 
 

 
Parents Annual Closure Procedure Letter 

 
Dear Parent/Carer, 
 
On rare occasions, it may be necessary to close the school without prior notice. Should this decision 
be made, the following will apply: 
 
1. Parents/carers will be contacted to collect students. 
 
2. Students will be provided with copy of the School Closure letter. 
 
3. Students that are ordinarily allowed to travel home will do so. 
 
4. Students whose parent/carers cannot be informed or cannot look after them will remain under 
adult supervision at Hylands School. Messages will be left with parents and at the school gates as to 
where students have been taken. 
 
5. We will ensure students who reside outside of Havering have a safe passage home or arrange 
to hold them as above. 
 
Any indication as to when the school will re-open will be provided. Please check the school website, 
Twitter feed, Show my Homework and the Local Authority website (www.havering.gov.uk). 

 

We need to have up to date contact details for you and if these have changed in the last year, 
please provide us with updated information. 

 

 
 
Thank you for your co-operation. 

Yours sincerely, 

 
Headteachers 
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VIA PARENTMAIL 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
Emergency Evacuation Letter to Parents 

 
Dear Parent/Carer, 

 

 
 
Owing to a major emergency in the school it has been necessary to evacuate the building. 
Following discussion with the Emergency Services and the Local Authority, the decision to 
close the school and send all students home has been made. 

 

 
 
As yet there is no indication as to when the school will reopen. Please check the school website, 
Twitter feed, Show my Homework and the Local Authority website (www.havering.gov.uk). 

 

Please do not telephone or drive to the school. Telephone lines and access roads need to be 
kept clear for essential personnel. 

 

 
 
Thank you for your co-operation. 

Yours sincerely, 

 
 
 
 
Headteachers 
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VIA PARENTMAIL 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
School Closure Letter to Parents 

 

 
Dear Parent/Carer, 

 

 
 
Following discussion with the Senior Leadership Team and the Local Authority, the decision to 
close the school due to 
 
…………………………………………………………………………………………………………… 
…………… 
and send all students home has been made. 

 

 
 
As yet there is no indication as to when the school will reopen. Please check the school website, 
Twitter feed, Show my Homework and the Local Authority website (www.havering.gov.uk). 

 

Thank you for your co-operation. 

Yours sincerely, 

 
 
 
 
Headteachers 
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Letter Informing Parents of Incident 
 
Dear Parents/Carers, 
 
You may have heard/It is with sadness and regret that I have to inform you……… 
(known facts of the incident) 
 
As a school community, we are all deeply affected by this tragedy/I am sure that you will wish 
to join me and my staff in offering our condolences and sympathy to those 
affected/to………………………………………. 
(refer to individuals/families affected only where it is appropriate to release this information) 
 
I have now spoken to all students and staff in school about what has happened and you will 
need to be aware of the following arrangements that have been made: 
(Details about: 

 school closure 
 changes to timings of school day 
 transport 
 lunch time arrangements 
 changes to staffing 
 arrangements for specific classes/year groups 
 counselling 
 provision of further information as relevant 
 (If appropriate, advice about media contacts) 

 
I think it is very important that we all take the time to talk with, and reassure children about 
what has happened. This is likely to be a very difficult time for us as a school community and 
we will all need to support each other. 
 
We appreciate the expressions of concern we have received, however, it would be helpful if 
parents/ carers did not telephone the school during this time so we can keep phones and staff 
free to manage the situation. 
 
Yours sincerely 

 

 
 
 
Headteachers 
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Action Cards 
 

Emergency Response Action Card: Incident Manager 
 
 

When Alerted 
 
Attempt to clarify what has happened 
 Name of caller and telephone number they can be contacted on 
 Nature of the incident, what has happened? 
 To whom? 
 Where? 
 When? 
 Numbers of those injured or affected 
 Location of those affected 
 Whether there is still a continuing danger or not 
 What has happened since? 
 Which emergency services are involved? 

 

Contact Emergency Services 999 
 

If evacuated, oversee evacuation procedure to ensure all staff/students exit building appropriately to 
the assembly point and report any missing persons to the emergency services 

 
 

Start a written log of all information received relayed and actions taken (see Incident Log Form). 
 
 

Alert the LA and determine who else needs to be informed of the incident (e.g. Chair of Governors). 
 
Assemble Incident Response Team. 

 

During non-school hours, arrange for the school premises to be opened up if necessary. 
 

Arrange initial staff/team briefing. 
 

Continuing the response 
 

Continue to collate incident updates and all relevant information. 
 

Ensure that all decisions are communicated to relevant internal and external parties. 

Arrange further regular staff briefings as appropriate. 

If given the ‘all clear’ from emergency services following an evacuation, instruct staff/students to re- 
enter the building 

 

Longer Term 
 

Give people the opportunity to talk about their experiences. 

Conduct a debrief meeting. 

Monitor staff and Students informally. 
 

Ensure that there are procedures in place for referring people to relevant agencies for further 
support. 

 

Continue to keep a record of continuing issues and actions. 
 

Advise any new staff of what has happened and potential effects so that they can be aware. 
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Emergency Response Action Card: Deputy Incident Manager 
 
 
When Alerted 

 

 

Start a written log of all information received, relayed and actions taken (see Incident Log Form). 
 
 
Assist the Incident Manager in alerting colleagues and establishing the Incident Response Team. 

 

 

Help to alert all other staff of the incident. 
 
Continuing the response 

 

 

Ensure that all staff are aware of each other’s incident response role & responsibilities. 
 

 

Assist the Incident Manager as required. 
 

Help to keep all staff regularly updated. 
 
Organise a staff roster and ensure that staff breaks are scheduled. 

 
Monitor staff responses and arrange support where necessary. 
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Emergency Response Action Card: Administrators 
 
When Alerted 
 
Start incident log of information received, relayed and actions taken (see: Incident Log Form). 

 

 

If evacuated, grab ‘Emergency Pack’ and visitors signing in book and go to Assembly Point. 
 

At the School 
 

Allocate telephone numbers for incoming calls: 
Parents enquiries 
Media enquiries 
External responding agencies 
Local Authority/School Governors 

 
And designate phones for outgoing lines. 

 

If evacuated, provide all class registers to teachers at assembly point and report to the Head of 
School at the assembly point of any issues 
 
Ensure that staff are aware of designated telephone numbers used above. 
 
Ensure that there is a stock of blank log sheets. 

 

Collate relevant information e.g. parent/next of kin contact details. 
 
Log all incoming and outgoing calls and ensure that messages and notes are passed to the Incident 
Manager and relevant staff promptly. Note: 

    Date and time of call 
    Name of caller/person called 
    Organisation 
    Message 
    Response 
    Action Taken 

 
 

Maintain a record of any costs incurred, for example, extra staff hours, refreshments, transport. 
 

 

Assist in recording details of visitors to the site and in providing means of identification. 
 

Assist the Incident Response Team as directed. 
 
After the Event 

 
 

Ensure all Incident Log forms are collated to Master log form to be used at Debriefing meeting. 
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Emergency Response Action Card: Parents Liaison Officer(s) 
 

 
When Alerted 

 
 

Start an incident log of information received, relayed and actions taken (see Incident Log Form). 
 

 

At the School 
 

Obtain briefing by Incident Manager and agree information/briefing, possibly a prepared text, so that 
a consistent message is given out to all callers. 

 
 

Confirm contact details and be ready to act as first point of contact for incoming enquiries. 
 
 

Where appropriate, obtain and offer further contact numbers for support and additional information. 
 
 

Ensure that all incoming and outgoing calls are logged. Details to include: 
 Name of caller/person called 
 Time and date 
 Message received/given 
 Response 
 Further action taken. 

 
 

Arrange a Meeting/Greeting Point on site for any parents & relatives visiting the school. 
 
Ensure that the names of all visitors are recorded. 

 

Make arrangements to ensure that parents/relatives are not left alone on site. 
 

Consider the need for additional support for visiting parents & relatives, for example, tea & coffee, 
School Clergy. 
 
Where appropriate and if families give their consent, offer the contact numbers of other families 
involved in the crisis. 
(Wherever possible, parents of all other children in the school should be warned that the school has 
experienced a crisis and that their child may be upset.) 

 
 

Attend staff briefings and ensure that all information and briefings are updated regularly. 
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Emergency Response Card: Facilities Manager 
 

Actions 
 
Start incident log of all information received, relayed and actions taken (see Incident Log Form). 

 

 

Check access and egress for visiting parents and consider any special instructions, which may need 
to be communicated. 

 

Liaise with the Incident Manager and Communications Officer to ensure that media are not being 
intrusive. 

 

 

Arrange a specific area for media briefings/visitors. Ensure there is sufficient segregation. 
 
 

If necessary, collate plans of school premises and relevant information regarding utilities. 
 
 

Ensure that all staff and visitors are wearing correct identification throughout their visit. 
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Emergency Response Action Card: Communications Officer 
 

 

Actions 
 
Start log of all information received, relayed and actions taken (see Incident Log Form). 

 

 
Liaise with the Local Authority’s Strategy & Communications Team and Incident Manager to agree 
media strategy. 

 

 

Ensure that all relevant parties are aware of your contact details and provide first point of contact for 
all media enquiries. 

 

Make arrangements for regular internal communication to members of staff. 
 

Prepare briefing notes and media statements in conjunction with the Local Authority’s Strategy & 
Communications Team and Incident Manager. 
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Time: 

Incident Log 
INCIDENT LOG FOR: The Frances Bardsley Academy for Girls 

 

Incident: 
 

 
 
Location: 

Date: 

Completed by: Role: 
 

 
 
Name: 

 

 
 

Date: Time: Event Action Taken: 
       

     

       

     

       

       

       

       

     

       

     

       

     

       

 

Additional pages:  Yes/No Please circle 
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Incident Evaluation Form 
 

 

School Name: Date of 
incident: 

Brief description of incident: 

Incident deemed critical: Yes/No School closed: Yes/No 

Incident log(s) completed: Yes /No LA contacted: Yes/No 

Name of LA contact: Position: 

Action taken by school: 

 

 

 

Description of any external support accessed: 

 

 

 

What worked well?: 

 

 

 

Areas of Improvement identified: 

 

 

 

Further Action to be taken: 

 

 

 

Completed by: Position: Date: 
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Distribution List 
 

Ensure that everyone who has a copy of the Emergency Plan is advised of updates and amendments 
 

NO. NAME DESIGNATION ADDRESS DATE 
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Purpose of the policy 

The centre is committed to ensuring that the exams management and administration process is 
run effectively and efficiently and in compliance with the published JCQ regulations and 
awarding body requirements.  

This exam policy will ensure that: 
 all aspects of the centre’s exam process is documented, supporting the exams 

contingency plan, and other relevant exams-related policies, procedures and plans are 
signposted to 

 the workforce is well informed and supported 
 all centre staff involved in the exams process clearly understand their roles and 

responsibilities 
 all exams and assessments are conducted according to JCQ and awarding body 

regulations, guidance and instructions, thus maintaining the integrity and security of the 
exam/assessment system at all times 

 exam candidates understand the exams process and what is expected of them 

This policy is reviewed annually to ensure ways of working in the centre are accurately reflected 
and that exams and assessments are conducted to current JCQ (and awarding body) 
regulations, instructions and guidance.  This policy will be communicated to all relevant centre 
staff. 

Roles and responsibilities overview 

The Head of Centre is the individual who is accountable to the awarding bodies for ensuring 
that the centre is always compliant with the published JCQ regulations and awarding body 
requirements to ensure the security and integrity of the examinations/assessments. 

The examinations officer is the person appointed by the head of centre to act on behalf of, 
and be the main point of contact for, the centre in matters relating to the general administration 
of awarding body examinations and assessments.  

The head of centre may not appoint themselves as the examinations officer. A head of 
centre and an examinations officer are two distinct and separate roles. (GR, section 2) 

Head of centre responsibilities  

 Overall responsibility for the school as an exam centre  
 Understands the contents, refers to and directs relevant centre staff to annually updated 

JCQ publications including: 
o General Regulations for Approved Centres (GR) 
o Instructions for Conducting Examinations (ICE) 
o Access Arrangements and Reasonable Adjustments (AA) 
o Suspected Malpractice - Policies and Procedures (SM) 
o Instructions for conducting non-examination assessments (NEA) (and the 

instructions for conducting coursework) 
o A guide to the special consideration process (SC) 

 Ensures the centre has appropriate accommodation to support the size of the cohorts 
being taught including appropriate accommodation for candidates requiring access 
arrangements for exams and assessments  
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National Centre Number Register 

 Takes responsibility for confirming, on an annual basis, that they are aware of and 
adhering to the latest version of the JCQ’s regulations. This confirmation is managed as 
part of the National Centre Number Register (NCNR) annual update  

 Understands that this responsibility cannot be delegated to a member of the senior 
leadership team or the examinations officer, and acknowledges that failure to respond to 
the NCNR annual update, and/or the head of centre’s declaration, will result in: 

o the centre status being suspended 
o the centre not being able to submit examination entries  
o the centre not receiving or being able to access question papers  
and ultimately, awarding bodies could withdraw their approval of the centre 

Recruitment, selection and training of staff 

 Retains a workforce of an appropriate size and competence, including sufficient 
managerial and other resource, to undertake the delivery of the qualification as required 
by an awarding body. This includes taking reasonable steps to ensure occupational 
competence where this is required for the assessment of specific qualifications 

 Provides fully qualified teachers to mark non-examination assessments, and/or fully 
qualified assessors for the verification of centre-assessed components  

 Enables the relevant senior leader(s), the examinations officer (EO) and the ALS 
lead/SENCo to receive appropriate training and support in order to facilitate the effective 
delivery of examinations and assessments within the centre, and ensure compliance with 
the published JCQ regulations  

 Appoints an ALS lead/SENCo who will determine appropriate arrangements for 
candidates with learning difficulties and disabilities  

Internal governance arrangements 

 Has in place a written escalation process should the head of centre, or a member of the 
senior leadership team with oversight of examination administration, be absent (included 
in exam contingency plan) 

 Has in place a member of the senior leadership team who will provide support and 
guidance to the examinations officer and ensure that the integrity and security of 
examinations and assessments is maintained throughout an examination series  

 Ensures centre staff undertake key tasks within the exams process and meet internal 
deadlines set by the EO 

 Makes sure that a teacher, a tutor or a senior member of centre staff who teaches the 
subject being examined, is not an invigilator during the examination 

Security of assessment materials 

 Takes all reasonable steps to maintain the integrity of the examinations/assessments, 
including the security of all assessment materials, by ensuring: 

o the location of the centre’s secure storage facility in a secure room solely assigned 
to examinations for the purpose of administering secure examination materials 

o the secure room only contains exam-related material 
o there are between two and six keyholders only, each of whom must fully 

understand their responsibilities as a key holder to the secure storage facility 
o access to the secure room and secure storage facility is restricted to the authorised 

two to six keyholders and staff named and approved by the head of centre are 
accompanied by a keyholder at all times 

o appropriate arrangements are in place to ensure that confidential materials are 
only handed over to authorised members of centre staff 

o the relevant awarding body is immediately informed if the security of question 
papers or confidential supporting instructions is put at risk  



o that when it is permitted to remove question papers from secure storage, and to 
avoid potential breaches of security, arrangements are in place to carefully check 
and record that the correct question paper packets are opened 

 Ensures irregularities are investigated and informs the awarding bodies of any cases of 
alleged, suspected or actual incidents of malpractice or maladministration, involving a 
candidate or a member of staff, are reported to the awarding body immediately  

 Ensures risks to the exam process are assessed and appropriate risk management 
processes/contingency plans are in place (that allow the senior leadership team to act 
immediately in the event of an emergency or staff absence)  

 Ensures required internal appeals procedures are in place  
  

Conflicts of interest  

 Ensures the relevant awarding bodies are informed before the published deadline for 
entries for each examination series of any potential conflict of interest where  

o a member of centre staff is taking a qualification at the centre which includes 
internally assessed components/units (taking at the centre as a last resort where 
unable to find an alternative centre) 

o a candidate is being taught and prepared for a qualification which includes 
internally assessed components/units by a member of centre staff with close 
relationship to the candidate 

Centre inspections 

 Co-operates with the JCQ Centre Inspection Service, an awarding body or a regulatory 
authority when subject to an inspection, an investigation or an unannounced visit, and 
takes all reasonable steps to comply with all requests for information or documentation 
made by an awarding body or regulatory authority as soon as is practical 

 Allows all venues used for examinations and assessments, paperwork and secure 
storage facilities to be open to inspection 

 Understands the JCQ Centre Inspector will identify him/herself with a photo ID card and 
must be accompanied throughout his/her tour of the premises, including inspection of 
the centre’s secure storage facility 

Exams officer  

 Understands the contents of annually updated JCQ publications including: 
o General Regulations for Approved Centres 
o Instructions for Conducting Examinations 
o Suspected Malpractice - Policies and Procedures 
o Post-results services (PRS) 
o A guide to the special consideration process  

 Completes/submits the National Centre Number Register annual update (administered 
on behalf of the JCQ member awarding bodies by OCR 
https://ocr.org.uk/administration/ncn-annual-update/) by the end of October each year 

 Is familiar with the contents of annually updated information from awarding bodies on 
administrative procedures, key tasks, key dates and deadlines 

 Advises the senior leadership team, subject and class tutors and other relevant 
support staff on annual exam timetables and application procedures as set by the 
various exam boards 

 Ensures key tasks are undertaken and key dates and deadlines met 
 Recruits, trains and deploys a team of internal/external invigilators; appoints lead 

invigilators, as required and keeps a record of the content of training provided to 
invigilators for the required period 

 Administers access arrangements and makes applications for special consideration 
using the 
JCQ Access arrangements and special considerations regulations and Guidance 
relating to candidates who are eligible for adjustments in examinations 
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 Works with the ALS lead/SENCo to ensure invigilators supervising access arrangement 
candidates and those acting as a facilitator supporting access arrangement candidates 
fully understand the respective role and what is and what is not permissible in the exam 
room  

 Supports the head of centre in ensuring that awarding bodies are informed (where 
required) of any conflict of interest declared by members of centre staff and in maintaining 
records that confirm the measures taken/protocols in place to mitigate any potential risk 
to the integrity of the qualifications affected before the published deadline for entries for 
each examination series 

 Receives, checks and stores securely all exam papers and briefs other relevant centre 
staff where they may be involved in the receipt and dispatch of confidential exam 
materials on the requirements for maintaining the integrity and confidentiality of the 
exam materials 

 Dispatches completed scripts in line with awarding body requirements and JCQ 
regulations. 

 Informs candidates and their parents on how the exam timetable that will affect them 
 Submits the relevant exam entry and/or qualification registration by the required 

deadlines as instructed in writing by the Head of Departments. 
 Consults with teaching staff to ensure that necessary coursework/non exam 

assessment is completed on time and in accordance with JCQ guidelines 
 Co-operates with the JCQ Centre Inspection Service, an awarding body or a regulatory 

authority when subject to an inspection, an investigation or an unannounced visit, and 
takes all reasonable steps to comply with all requests for information or documentation 
made by an awarding body or regulatory authority as soon as is practical 

 Identifies and manages exam timetable clashes and overnight supervision 
arrangements in accordance with JCQ regulations 

 Responsibility for collecting income relating to exam costs lies with ParentPay 
 Submits candidates’ coursework/ non exam assessment/internally assessed unit results 

as completed by the Head of Department (for BTEC the qualification declaration of unit 
outcomes will be submitted jointly by the EO and HOD). 

 Tracks, dispatches and stores returned coursework/controlled assessment and any 
other material required by the appropriate awarding bodies correctly and on schedule. 

 Ensures awarding body procedures and forms are completed by the published 
deadlines in order that full qualification results and certification can be received 

 Arranges for dissemination of exam results and certificates to candidates and forwards, 
in consultation with the SLT, any appeals/review of results requests 
 

Senior leaders/Heads of Department 

 Are familiar with the contents, refer to and direct relevant centre staff to annually updated 
JCQ publications including: 

o General Regulations for Approved Centres 
o Instructions for Conducting Examinations 
o Access Arrangements and Reasonable Adjustments 
o Suspected Malpractice - Policies and Procedures 
o Instructions for conducting non-examination assessments (and the instructions for 

conducting coursework) 
o A guide to the special consideration process 

 Guidance and pastoral overview of candidates who are unsure about exam entries or 
amendments to entries. 

 Involvement in post-results procedures. 
 Accurate completion of coursework/non-exam assessment mark/internally assessed 

unit sheets and declaration sheets. 
 Accurate completion of entry and all other mark sheets and adherence to deadlines as 

set by 
 the exams officer. 

 



Additional Learning Support (ALS) lead/Special educational needs co-ordinator (SENCo) 

 Understands the contents, refers to and directs relevant centre staff to annually updated 
JCQ publications including: 

o Access Arrangements and Reasonable Adjustments 
 Leads on the access arrangements and reasonable adjustments process (referred to in 

this policy as ‘access arrangements’) 
 Checks the qualifications of the centres assessor(s) before submitting access 

arrangements applications in line with JCQ regulations. 
 Seeks parental consent prior to access arrangement applications being submitted. 
 If not the qualified access arrangements assessor, works with the person appointed, on 

all matters relating to assessing candidates and ensures the correct procedures are 
followed 

 Presents when requested by a JCQ Centre Inspector, evidence of the assessor’s 
qualification 

 Provision of additional support — with spelling, reading, mathematics, dyslexia or 
essential skills, hearing impairment, English for speakers of other languages, IT 
equipment — to help candidates achieve their course aims. 

  Co-operates with the JCQ Centre Inspection Service, an awarding body or a 
regulatory authority when subject to an inspection, an investigation or an 
unannounced visit, and takes all reasonable steps to comply with all requests for 
information or documentation made by an awarding body or regulatory authority as 
soon as is practical 
 

Invigilators 

 Attend/undertake training, update, briefing and review sessions as required 
 Provide information as requested on their availability to invigilate 
 Sign a confidentiality and security agreement and confirm whether they have any current 

maladministration/malpractice sanctions applied to them 

Candidates 

Where applicable in this policy, the term ‘candidates’ refers to candidates and/or their 
parents/carers. 

 Confirmation of entries and reporting any errors/omissions to Exams Officer 
 Understanding coursework/controlled assessment regulations and signing a 

declaration that authenticates the coursework/controlled assessment as their own. 
 

Statutory Tests and Qualifications Offered 

 
The statutory tests and qualifications offered at this Centre are decided by the 
senior leadership team. 
 
The statutory tests and qualifications offered are GCSE, GCE, BTEC, Cambridge 
Nationals, Edexcel Awards and Cambridge Admissions Assessment Tests. 
 
The subjects offered for these qualifications in any academic year may be found in 
the Centre’s published prospectus for that year. If there has been a change of 
syllabus from the previous year, the exams office must be informed. 
 
The school also require NFER tests to be completed by all pupils at the beginning of 
Year 7. 
 
At Key Stage 3 
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All candidates will take examinations in Core and foundation subjects at the end of 
the Key Stage. The school will consider the use of intervention or booster strategies 
in connection with any candidates who are not achieving expected progress. 
 
Decisions on whether candidates should not take an individual subject or all 
examinations will be taken in consultation with the parents/carers, SENCO, subject 
teachers and the head of key stage. 
 
At Key Stage 4 
All candidates will be entitled, and enabled, to achieve an entry for qualifications 
from an external awarding body. The level of entry will be determined by the Head 
of Department, with regard to previously achieved levels in interim tests. 
 
At post-16 
Modules will be completed during Year 12 and Year 13. The level of entry will be 
determined in Year 13 by the Head of Department and Head of 6th Form, with 
regard to previously achieved levels in interim tests and mocks. 

 

Access Arrangements 

Head of centre 

 Ensures there is appropriate accommodation for candidates requiring access 
arrangements in the centre for all examinations and assessments 

 Ensures a written process is in place to not only check the qualification(s) of the appointed 
assessor(s) but that the correct procedures are followed as per Chapter 7 of the JCQ 
publication Access Arrangements and Reasonable Adjustments  

 Ensures the ALS lead/SENCo is fully supported in effectively implementing access 
arrangements and reasonable adjustments once approved 

ALS lead/SENCo 

 Assesses candidates (or works with the appropriately qualified assessor as appointed by 
the head of centre) to identify access arrangements/reasonable adjustments 
requirements 

 Gathers evidence to support the need for access arrangements for a candidate 
 Liaises with teaching staff to gather evidence of normal way of working of an affected 

candidate 
 Determines candidate eligibility for arrangements or adjustments that are centre-

delegated 
 Gathers signed Personal data consent, Privacy Notice (AAO) and Data Protection 

confirmation forms from candidates where required 
 Applies for approval through Access arrangements online (AAO) via the Centre 

Admin Portal (CAP), where required or through the awarding body where qualifications 
sit outside the scope of AAO 

 Keeps a file for each candidate for JCQ inspection purposes containing all the required 
documentation (if documentation is stored electronically, an e-folder must be created for 
each individual candidate. The candidate’s e-folder must hold each of the required 
documents for inspection)  

 Employs good practice in relation to the Equality Act 2010 
 Liaises with the EO regarding exam time arrangements for access arrangement 

candidates  
 Ensures staff appointed to facilitate access arrangements for candidates are 

appropriately trained and understand the rules of the particular arrangement(s) and keeps 
a record of the content of training provided to facilitators for the required period 

 Works with the EO to ensure invigilators and those acting as a facilitator fully understand 
the respective role and what is and what is not permissible in the exam room  



 Provides and annually reviews a centre policy on the use of word processors in exams 
and assessments 

 Assess candidates on an individual basis on their requirement to use a Word Processor 
during exams in accordance with JCQ regulations and the Equality Act 2010, and 
ensuring this is their normal way of working.  Records are held on student files within the 
SEN department. 

 Ensures criteria for candidates granted separate invigilation within the centre is clear, 
meets JCQ regulations and best meets the needs of individual candidates and remaining 
candidates in main exam rooms  
 

Exam Seasons and Timetables 

Exam seasons 
 

 Internal exams are scheduled throughout the year, particularly in December, January, 
February 
May and June. 

 External exams are scheduled in November, January and May/June. These dates are 
set by the 
Examination Boards.  Which exam series are used in the centre is decided by the heads 
of subject and the senior leadership team 
 
Timetables 
The exams officer will circulate the exam timetables for internal and external exams 
 

Internal assessment, NEA/Coursework and endorsements 

Head of centre 

Controlled assessments, coursework and non-examination assessments 

 Ensures arrangements are in place to co-ordinate and standardise all marking of centre- 
assessed components and ensures that candidates’ centre-assessed work is produced, 
authenticated and marked, or assessed and quality assured in accordance with the 
awarding bodies’ instructions (including where relevant, private candidates)  

 Ensures that teaching staff, in accordance with awarding bodies’ instructions, return all 
subject-specific forms by the required date  

 Provides fully qualified teachers to mark non-examination assessments, and/or fully 
qualified assessors for the verification of centre-assessed components 

 Ensures an internal appeals procedure relating to internal assessment decisions is in 
place for a candidate to appeal against and request a review of the centre’s marking (see 
Roles and responsibilities overview) 

 Ensures any irregularities relating to the production of work by candidates are 
investigated and dealt with internally if discovered prior to a candidate signing the 
authentication statement (where required) or reported to the awarding body if a candidate 
has signed the authentication statement 

Exams officer 

 Submits marks, endorsement grades and samples to awarding 
bodies/moderators/monitors to meet the external deadline 

 Keeps a record to track what has been sent  
 Logs moderated samples returned to the centre   
 Ensures teaching staff are aware of the requirements in terms of retention and 

subsequent disposal of candidates’ work 
 Identifies relevant key dates and administrative processes that need to be followed in 

relation to internal assessment 



 
11 

 Signposts teaching staff to relevant JCQ Information for candidates documents that are 
annually updated 

 Enter students for individual units, where applicable, whether assessed by 
controlled assessment, external exam, before the deadline for final entries. 

 Where confidential materials are directly received by the exams office, to be 
responsible for receipt, safe storage and safe transmission, whether in CD or hard copy 
format. 

 Distribute marksheets for teaching staff to use, and collect and send marksheets to 
awarding bodies before deadlines, or make electronic submissions as per individual 
Examination 
Board requirements. 
 

ALS lead/SENCo 

 Liaises with teaching staff to implement appropriate access arrangements for candidates 
undertaking internal assessments and practical endorsements 

Senior leaders 

 Ensure teaching staff have the necessary and appropriate knowledge, understanding, 
skills, and training to set tasks, conduct task taking, and to assess, mark and authenticate 
candidates’ work (including where relevant, private candidates) 

 Ensure appropriate internal moderation, standardisation and verification processes are 
in place 

 Ensure teaching staff delivering AQA Applied General qualifications, OCR Cambridge 
Nationals, Entry Level Certificate or Project qualifications (and CCEA GCE unitised AS 
and A-level qualifications and WJEC GCE legacy AS and A-level Health & Social Care) 
follow JCQ Instructions for conducting coursework and the specification provided by the 
awarding body  

 Ensure teaching staff delivering GCE & GCSE specifications (which include components 
of non-examination assessment) follow JCQ Instructions for conducting non-examination 
assessments and the specification provided by the awarding body 

 For other qualifications, ensure teaching staff follow appropriate instructions issued by 
the awarding body  

 Ensure teaching staff inform candidates of their centre assessed marks as a candidate 
may request a review of the centre’s marking before marks are submitted to the awarding 
body 

Teaching staff 

 Ensure appropriate instructions for conducting internal assessment are followed 
 Ensure candidates are aware of JCQ and awarding body information for candidates on 

producing work that is internally assessed (coursework, non-examination assessments, 
social media) prior to assessments taking place 

 Ensure candidates are informed of their centre assessed marks as a candidate may 
request a review of the centre’s marking before marks are submitted to the awarding 
body 

 Provide required samples of work for moderation and sample recordings for monitoring 
to the EO to the internal deadline 
 

Candidates 

 Authenticate their work as required by the awarding body 

  



Invigilation 

Head of centre 

 Ensures relevant support is provided to the EO in recruiting, training and deploying a 
team of invigilators 

 Ensures, if contracting supply staff to act as invigilators, that such persons are competent 
and fully trained, understanding what is and what is not permissible (and not taking on its 
own an assurance from a recruitment agency, that this is the case) 

Exams officer 

 Recruits additional invigilators where required to effectively cover all exam periods/series’ 
throughout the academic year 

 Collects information on new recruits to identify if they have invigilated previously and if 
any current maladministration/malpractice sanctions are applied to them 

 Provides training for new invigilators on the instructions for conducting exams and an 
annual update for the existing invigilation team so that they are aware of any changes in 
a new academic year before they are allocated to invigilate an exam 

 Ensures invigilators supervising access arrangement candidates understand their role 
(and the role of a facilitator who may be supporting a candidate) and the rules and 
regulations of the access arrangement(s) 

 Ensures invigilators are briefed on the access arrangement candidates in their exam 
room and made aware of the access arrangement(s) awarded (ensuring these 
candidates are identified on the seating plan) and confirms invigilators understand what 
is and what is not permissible  

 Collects evaluation of training to inform future events 

Invigilators 

 Provide information as requested on their availability to invigilate throughout an exam 
series 

Entries: roles and responsibilities 

Estimated entries 

Exams officer 

 Requests estimated or early entry information, where this may be required by awarding 
bodies, from HoDs in a timely manner to ensure awarding body external deadlines for 
submission can be met 

 Makes candidates aware of the JCQ Information for candidates – Privacy Notice at 
the start of a course leading to a vocational qualification or when entries are submitted to 
awarding bodies for processing for general qualifications 

Senior leaders 

 Provide entry information requested by the EO to the internal deadline 
 Inform the EO immediately of any subsequent changes to entry information 

Final entries 

Exams officer 

 Requests final entry information from HoDs in a timely manner to ensure awarding body 
external deadlines for submission can be met 

 Informs HoDs of subsequent deadlines for making changes to final entry information 
without charge 

 Confirms with HoDs final entry information that has been submitted to awarding bodies 
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 Ensures as far as possible that entry processes minimise the risk of entries or 
registrations being missed reducing the potential for late or other penalty fees being 
charged by awarding bodies 

 Observes each awarding body’s terms and conditions for the entry and withdrawal of 
candidates for their examinations and assessments, and observes any regulatory 
requirements for the qualification  

Senior leaders 

 Provide information requested by the EO to the internal deadline 
 Inform the EO immediately, or at the very least prior to the deadlines, of any subsequent 

changes to final entry information, which includes 
o changes to candidate personal details 
o amendments to existing entries 
o withdrawals of existing entries 

 Check final entry submission information provided by the EO and confirms information is 
correct 

Entry fees 

 
 KS4 initial registration and entry exam fees are paid by the Centre. 
 AS initial registration and entry exam fees are paid by the Centre. 
 A2 initial registration and entry exam fees are paid by the Centre. 
 BTEC initial registration and entry exam fees are paid by the Centre. 
 Cambridge Assessment Admissions Testing initial registration and entry exam fees 

are paid by the Centre. 
 Late entry or amendment fees are paid by the Centre unless it is the fault of the 

candidate in which case they pay. 
 Candidates or departments will not be charged for changes of tier, withdrawals made 

by the proper procedures or alterations arising from administrative processes, 
provided these are made within the time allowed by the awarding bodies. 

 Reimbursement will be sought from candidates who fail to sit an exam or fail to 
meet the necessary coursework/controlled assessment requirements. 

 This fees reimbursement policy will be communicated in writing to 
candidates and parents/carers at the start of GCSE and post-16 courses. 

 All retake fees for KS4 and KS5 modules are paid by the 
candidates.  

 

Candidate statements of entry 

Exams officer 

 Provides candidates with statements of entry for checking 

Teaching staff 

 Ensure candidates check statements of entry and return any relevant confirmation 
required to the EO 

Candidates 

 Confirm entry information is correct or notify the EO of any discrepancies 

  



Pre-exams: roles and responsibilities 

Briefing candidates 

Exams officer 

 Issues individual exam timetable information to candidates and informs candidates of any 
designated contingency day awarding bodies may identify in the event of national or 
significant local disruption to exams  

 Prior to exams issues relevant JCQ information for candidates documents 
 Where relevant, issues relevant awarding body information to candidates 
 Issues centre exam information to candidates including information on: 

o exam timetable clashes 
o arriving late for an exam 
o absence or illness during exams 
o what equipment is/is not provided by the centre 
o food and drink in exam rooms 
o unauthorised items in exam rooms 
o when and how results will be issued and the staff that will be available 
o the post-results services and how the centre deals with requests from candidates 
o when and how certificates will be issued 

 

Seating and identifying candidates in exam rooms 

Exams Officer 
 

 The exams officer will book all exam rooms after liaison with other users and 
make the question papers, other exam stationery and materials available for the 
invigilator. 

 
 Provides seating plans for exam rooms according to JCQ and awarding body 

requirements (and ensures candidates with access arrangements are identified on the 
seating plan and invigilators are informed of those candidates with access arrangements 
and made aware of the access arrangement(s) awarded)  

Security of exam materials 

Exams officer 

 Confirms appropriate arrangements are in place to ensure that confidential materials are 
only handed over to those authorised by the head of centre  

 Ensures access to the secure room is restricted and staff named and approved by the 
head of centre are accompanied by a keyholder at all times. There must be between 
two and six keyholders only, each of whom must fully understand their responsibilities 
as a key holder to the secure storage facility 

 Has a process in place to demonstrate the receipt, secure movement and secure storage 
of confidential exam materials within the centre 

 Ensures a log is kept at the initial point of delivery recording confidential materials 
received and signed for by authorised staff within the centre and that appropriate 
arrangements are in place for confidential materials to be immediately transferred to the 
secure storage facility until they can be removed from the dispatch packaging and 
checked in the secure room before being returned to the secure storage facility in 
timetable order  

 Ensures the secure storage facility contains only current and live confidential material  
 Ensures that examination stationery, e.g. answer booklets and formula booklets are 

stored in the secure room  
 Ensures the integrity and security of any electronic question paper is maintained during 

the downloading, printing and collating process (ensuring printing is carried out in an area 
that can be controlled to prevent unauthorised personnel accessing live assessment 
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materials and ensuring only authorised members of centre staff have access to electronic 
question papers) 

Reception staff  

 Follow the process to log confidential materials delivered to/received by the centre to the 
point materials are issued to authorised staff for transferal to the secure storage facility 

Teaching staff  

 Adhere to the process to record the secure movement of confidential materials taken 
from or returned to secure storage throughout the time the material is confidential 

Timetabling and rooming 

Exams officer 

 Produces a master centre exam timetable for each exam series 
 Identifies and resolves candidate exam timetable clashes according to the regulations 

(only applying overnight supervision arrangements as a last resort, once all other options 
have been exhausted)  

 Identifies exam rooms and specialist equipment requirements 
 Allocates invigilators to exam rooms (or where supervising candidates due to an exam 

timetable clash) according to required ratios 
 Liaises with site staff to ensure exam rooms are set up according to JCQ and awarding 

body requirements 
 Liaises with the ALS lead/SENCo regarding rooming of access arrangement candidates 

Site staff  

 Liaise with the EO to ensure exam rooms are set up according to JCQ and awarding 
body requirements 

Alternative site arrangements 

Exams officer 

 (Where/if applicable to the centre) Ensures question papers will only be taken to an 
alternative site where the published criteria for an alternative site arrangement has been 
met 

 Will inform the JCQ Centre Inspection Service to timescale by submitting a JCQ 
Alternative Site arrangement notification using CAP (or through the awarding body where 
a qualification may sit outside the scope of CAP) of any alternative sites that will be used 
to conduct timetabled examination components of the qualifications listed in the JCQ 
regulations 

Centre consortium arrangements 

Exams officer 

 (Where/if applicable to the centre) Processes applications for Centre Consortium 
arrangements using CAP to the awarding body deadline (or through the awarding body 
where a qualification may sit outside the scope of CAP) 

Senior leaders 

 (Where/if applicable to the centre) Inform the EO of any joint teaching arrangements in 
place and where the centre is acting as the consortium co-ordinator 

Transferred candidate arrangements 

Exams officer 

 (Where/if applicable to the centre) Liaises with the host or entering centre, as required 



 Processes requests for Transferred Candidate arrangements using CAP to the awarding 
body deadline (or through the awarding body where a qualification may sit outside the 
scope of CAP) 

 Where relevant (for an internal candidate) informs the candidate of the arrangements that 
have been made for their transferred candidate arrangement 

Exam time: roles and responsibilities 

The Lead Invigilator, Exams Officer, Senior Staff and HOD may start exams in accordance 
with JCQ guidelines. 

 

Exam papers should not be read by subject teachers or invigilators.  Examination papers 
must not be removed from the exam room before the end of a session. Papers will be 
distributed to heads of department when all candidates have completed the exam. 
 
In practical exams subject teachers may be on hand in case of any technical difficulties. 
 

Exam papers and materials 

Exams officer 

 Organises exam question papers and associated confidential resources in date order in 
the secure storage facility 

 Attaches erratum notices received to relevant sealed question paper packets 
 Collates attendance registers and examiner details in date order 
 Regularly checks mail or email inbox for updates from awarding bodies 
 In order to avoid potential breaches of security, ensures care is taken to ensure the 

correct question paper packets are opened by ensuring a member of centre staff, 
additional to the person removing the papers from secure storage, e.g. an invigilator, 
checks the day, date, time, subject, unit/component and tier of entry, if appropriate, 
immediately before a question paper packet is opened 

 Ensures this additional/second check is recorded 
 Where allowed by the awarding body, only releases exam papers and materials to 

teaching departments for teaching and learning purposes after the published finishing 
time of the exam, or until any timetable clash candidates have completed the exam 

Seating and identifying candidates in exam rooms 

 As best practice the Progress Manager and/or at least one member of the Senior 
Leadership 
Team will endeavour to be present at the start of each exam for identification purposes. 

 The Progress Manager and/or at least one member of the Senior Leadership Team will 
have a copy of the seating arrangements to identify students and ensure they are in the 
right seats to receive the correct papers.  

 Senior members of centre staff approved by the Head of Centre, who have not taught 
the subject being examined, may be present at the start of the examination(s) to assist 
with identification of candidates but must not advise on which questions are to be 
attempted. Staff must follow the very strict JCQ Regulations regarding persons present 
in an examination room. 
 

Invigilators 

 Follow the procedure for verifying candidate identity provided by the EO 
 Seat candidates in exam rooms as instructed by the EO/on the seating plan 

JCQ Centre Inspections 

Exams officer or Senior leader 

 Will accompany the Inspector throughout a visit 
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ALS lead/SENCo or relevant Senior leader (in the absence of the ALS lead/SENCo) 

 Will meet with the inspector when requested to provide documentary evidence regarding 
access arrangement candidates and address any questions the inspector may raise 

 Ensures that information is readily available for inspection at the venue where the 
candidate is taking the exam(s) 

Food and Drink  

 Candidates may only bring water into the exam room in a clear bottle with all labels 
removed. 

Candidate late arrival 

 The Centre will attempt to contact any candidate who is not present at the start of an 
exam and deal with them in accordance with JCQ guidelines 

 A candidate who arrives a few minutes late may be admitted to the exam room if it 
will not cause a major disturbance to other candidates. 

 If a candidate is late then a discretionary decision as to whether they will be permitted 
to sit the exam will be made by SLT based on the circumstances.  If a candidate who 
is late is permitted to sit the exam they will be allowed the full amount of time for the 
exam. 

 Candidates who arrive very late will be kept under supervision by a member of staff 
until it can be established that the timetabled room and invigilation is robust or other 
arrangements have been made. 

Exams officer 

 Ensures that candidates who arrive very late for an exam are reported to the awarding 
body by submitting a report on candidate admitted very late to examination room using 
CAP to timescale 

 Warns candidates that their script may not be accepted by the awarding body 

Invigilators 

 Are informed of the policy/process for dealing with late/very late arrival candidates 
through training 

 Ensure that relevant information is recorded on the exam room incident log 

Leaving the Examination Room  

 Candidates may leave the exam room for a genuine purpose requiring an immediate 
return to the exam room, in which case a member of staff or invigilator who is not the 
candidate’s subject teacher or a subject expert for the exam in question must 
accompany them. 
 

Exams officer 

 Ensures invigilators understand how to deal with candidates who may need to leave the 
exam room temporarily and how this should be recorded on the exam room incident log 

 

Emergency Evacuation 

  In the event of an emergency candidates will be evacuated from the exam room and 
details recorded following the centre examination emergencies procedure which will 
be available in every exam room.  

 In the event of a whole centre evacuation (or lock down) during exam time due to 
serious incident resulting in exam candidates being unable to start, proceed or 
complete their exams, procedures from the exam contingency plan will be 
implemented. 

  



Senior leaders 

 Ensure a documented emergency evacuation procedure for exam rooms is in place  
 Ensure arrangements are in place for a candidate with a disability who may need 

assistance if an exam room is evacuated 

Exams officer 

 Ensures sole invigilators have an appropriate means of summoning assistance (if this is 
a mobile phone, instructs the invigilator that this must be on silent mode) 

 Ensures invigilators understand they must be vigilant and remain aware of incidents or 
emerging situations, looking out for malpractice or candidates who may be in distress, 
recording any incidents or issues on the exam room incident log 

 Ensures invigilators and candidates are aware of the emergency evacuation procedure 
 Ensures invigilators are aware of arrangements in place for a candidate with a disability 

who may need assistance if an exam room is evacuated 

Site staff 

 Ensure grounds or centre maintenance work does not disturb exam candidates in exam 
rooms 

 Ensure fire alarm testing does not take place during exam sessions 

Invigilators 

 Conduct exams in every exam room according to JCQ Instructions for conducting 
examinations and/or awarding body requirements and as instructed by the centre in 
training/update and briefing sessions 

Candidates 

 Are required to follow the instructions given to them in exam rooms by authorised centre 
staff and invigilators 

 Are required to remain in the exam room for the full duration of the exam  

Irregularities 

Head of centre 

 Ensures (as required by an awarding body) any cases of alleged, suspected or actual 
incidents of malpractice or maladministration before, during or after 
examinations/assessments (by centre staff, candidates, invigilators) are investigated and 
reported to the awarding body immediately, by completing the appropriate 
documentation 

Senior leaders 

 Ensure support is provided for the EO and invigilators when dealing with disruptive 
candidates in exam rooms 

 Ensure that internal disciplinary procedures relating to candidate behaviour are 
instigated, when appropriate 

Exams officer 

 Provides an exam room incident log in all exam rooms for recording any incidents or 
irregularities  

 Actions any required follow-up and reports to awarding bodies as soon as practically 
possible after the exam has taken place 

Invigilators 

 Record any incidents or irregularities on the exam room incident log (for example, 
late/very late arrival, candidate or centre staff suspected malpractice, candidate illness or 
needing to leave the exam room temporarily, disruption or disturbance in the exam room, 
emergency evacuation) 
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Dispatch of exam scripts 

Exams officer 

 Identifies and confirms arrangements for the dispatch of candidate exam scripts with the 
DfE (STA) ‘yellow label service’ or the awarding body where qualifications sit outside the 
scope of the service 

Special consideration 
 

 Should a candidate be too ill to sit an exam, suffer bereavement or other trauma or 
be taken ill during the exam itself, it is the candidate’s responsibility to alert the 
centre, or the exam invigilator, to that effect. 

 Any special consideration claim must be supported by appropriate evidence within 
five days of the exam, for example a letter from the candidate’s doctor. 

 

Senior leaders 
 Provide signed evidence to support eligible applications for special consideration 

Exams officer 
 Processes eligible applications for special consideration to awarding bodies  
 Gathers evidence which may need to be provided by other staff in centre or candidates 
 Submits requests to awarding bodies to the external deadline 

 

Candidates 
 Provide appropriate evidence to support special consideration applications, where 

required 

Results and post-results: roles and responsibilities 

Managing results day(s) 

Senior leaders 

 Identify centre staff who will be involved in the main summer results day(s) and their role 
 Ensures senior members of staff are accessible to candidates after the publication of 

results so that results may be discussed and decisions made on the submission of any 
requests for post-results services and ensures candidates are informed of the periods 
during which centre staff will be available so that they may plan accordingly 

Exams officer 

 Works with senior leaders to ensure procedures for managing the main summer results 
day(s) (a results day programme) are in place 

Site staff  

 Ensure the centre is open and accessible to centre staff and candidates, as required for 
the collection of results 

Accessing results 

Head of centre 

 Ensures results are kept entirely confidential and restricted to key members of staff until 
the official dates and times of release of results to candidates 

 Understands that it is not permitted to withhold provisional results from candidates under 
any circumstances 

Exams officer 



 Informs candidates in advance of when and how results will be released to them for each 
exam series 

 Accesses results from awarding bodies under restricted release of results, where this is 
provided by the awarding body 

 Resolves any missing or incomplete results with awarding bodies 
 Issues statements of results to candidates on issue of results date 
 Provides summaries of results for relevant centre staff on issue of results date 

Post-results services 

Review of Results 
 
 RoRs may be requested by centre staff, candidates or their parents/carers if 

there are reasonable grounds for believing there has been an error in marking 
with written consent from the candidate. 

 When the centre does not uphold a RoR, a candidate or their parents/carers may 
apply to have an enquiry carried out. If a candidate requires this against the advice 
of subject staff, they will be charged. 

 
Appeals 
 

 Appeals can be requested by centre staff, candidates or their parents/carers if there 
are grounds for appeal in accordance with awarding body appeals policy.  Appeals 
can only be submitted by the Head of Centre following a RoR. 

 Where the centre does not uphold an appeal request, a candidate or their 
parents/carers may apply to have an appeal submitted. If a candidate requires this 
against the advice of the centre, they will be charged. 

 
 
Access to Scripts 
 

 After the release of results, subject staff may request the return of papers with 
written consent from the candidate as long as it is within the JCQ deadline. 
Candidates may also request the return of papers for which they must pay the 
fee. 

 
Head of centre 

 Ensures an internal appeals procedure is available where candidates disagree with any 
centre decision not to support a clerical re-check, a review of marking, a review of 
moderation or an appeal 

 Ensures that senior members of centre staff are available immediately after the 
publication of results 

 Understands that if the centre has concerns about one of its component/subject cohorts, 
then requests for reviews of marking should be submitted for all candidates believed to 
be affected (candidate consent is required as marks and subject grades may be lowered, 
confirmed or raised) 

Exams officer 

 Provides information to candidates and staff on the services provided by awarding bodies 
and the fees charged (see also above Briefing candidates and Access to Scripts, 
Reviews of Results and Appeals Procedures) 

 Publishes internal deadlines for requesting the services to ensure the external deadlines 
can be effectively met 

 Provides a process to record requests for services and to collect candidate informed 
consent (after the publication of results) and fees where relevant 

 Submits requests to awarding bodies to meet the external deadline for the particular 
service 
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 Tracks requests to conclusion and informs candidates and relevant centre staff of 
outcomes 

 Updates centre results information, where applicable 

Teaching staff 

 Meet internal deadlines to request the services and gain relevant candidate informed 
consent 

 Identify the budget to which fees should be charged  

Candidates 

 Meet internal deadlines to request the services 
 Provide informed consent and fees, where relevant 

 

Certificates 

Certificates are provided to centres by awarding bodies after results have been confirmed.  

 Certificates are presented in person on Speech Night.  “A” level certificates not collected 
in person are posted (recorded delivery). 

 Year 11 are sent recorded delivery provided the candidate provides the postage. 
Certificates may be collected on behalf of a candidate by a third party, provided that 
written authorisation by the candidate is received by the Exams Officer. Certificates are 
not withheld from candidates who owe fees. 

 The Centre is obliged to keep certificates for one year only and then they may be disposed 
of. 

 
Candidates 

 May arrange for certificates to be collected on their behalf by providing the EO with written 
or email permission/authorisation; authorised persons must provide ID evidence on 
collection of certificates 

Retention of records: roles and responsibilities 

Exams officer 

 Keeps records as required by JCQ and awarding bodies for the required period  
 Keeps records as required by the centre’s records management policy (Life Retention 

Policy) 
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1. Introduction 
 
The LIFE Education Trust hereinafter referred to as “The Trust” is committed to being a fair and 
reasonable employer and to ensuring that disciplinary matters and other dismissals are managed 
in a consistent and non- discriminatory manner and these procedures set out how such matters 
will be dealt with. 

 
In operating procedures, all parties will have regard to the particular needs of individuals and will 
make reasonable adjustments in consultation with employees, where appropriate. 

 
The Trust expects that, through effective day to day supervision, minor deficiencies in employees’ 
conduct are brought to his/her attention at the earliest possible stage and remedied through these 
informal measures. 

 
The object of the formal disciplinary procedure is to provide a framework to deal with cases of 
more serious misconduct or where informal measures have been unsuccessful in improving 
employee’s conduct. 

 
The disciplinary procedure accords with employment and education legislation and takes due 
account of the ACAS Code of Practice on Disciplinary Procedures (as amended (“the ACAS 
Code”). 

 
2. Scope 

 
2.1 These procedures are 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 employees who have less than two year’s continuous service and/or who are 
undergoing a probationary period in line with the Probationary procedure, while the 
principles of reasonableness and natural justice reflected in these procedures and the 
ACAS Code will apply, it may be appropriate to foreshorten procedures, processes and 
relevant timescales, depending on the individual circumstances on each case. 
 

2.2 Where misconduct relates to a child protection issue, the relevant Local Authority Child 
Protection Procedures will be followed. 
 

2.3 Dismissal may be for a number of reasons. The procedures covered in this document apply 
to dismissal relating to: 

 
2.3.1   Misconduct, including gross misconduct 

 
2.3.2   Statutory prohibition 
 
It may be necessary to terminate a contract where a failure to do so would contravene an 
enactment (i.e. a requirement cannot be met and it would be illegal to continue the employment).  
Examples may include: 

 
• An overseas worker’s work permit or leave to remain is revoked/expires; 
• Being disqualified by virtue of the Childcare (Disqualification) Regulations 2018 (where a 

wavier has been refused); 
• An employee being placed on the DBS Children’s Barred List; 
• A driver loses his/her licence (where driving is a requirement of the role). 

 
2.3.3 Some other substantial reason (SOSR), this may include: 



 
• Unsatisfactory pre-employment checks; 
• Occasions where an employee’s conduct outside of school may not in itself impact directly 

on the employment contract but may nonetheless raise serious concerns about a person’s 
continued employment; 

• An irreparable breach of the implied contractual term of trust and confidence in the 
employment relationship. 
 

2.3.4 There are separate procedures for dealing with dismissals by reason of: 
• Unsatisfactory performance/capability; 
• Redundancy; 
• Ill Health; 
• Failure to satisfactory complete probation/Statutory Induction (Teachers) 

 
2.4 Disciplinary rules 

 
The types of issue which could result in disciplinary action being taken are outlined at Appendix C 
and are contained in employees’ employment contracts. 

 
2.5 Trade Union Officials 

 
No formal disciplinary action or dismissal will normally be determined in respect of a recognised 
shop steward, or other accredited official of a trade union or professional association recognised 
by the employer, until the circumstances of the case have been discussed with a senior trade 
union representative, or full-time official or the trade union concerned. 

 
No action will be taken against any employee in respect of alleged misconduct which arises from 
trade union duties or activities, until the matter has been discussed with a senior trade union 
representative or full-time official of the trade union concerned. 

 
3. Roles and Responsibilities 

 
3.1 The Trust Board will define disciplinary rules and disciplinary/dismissal procedures. 
 
The Trust Board will ensure that procedures are in place: 
 

• To consult employees regarding these procedures prior to adoption; 
• To communicate rules and procedures to staff; 
• For the proper induction of new and promoted employees, and for day to day management 

and performance management of employees; 
• To deal with any minor deficiencies in conduct at the earliest stage through normal day to 

day supervision; 
• To monitor and review disciplinary and dismissal procedures to ensure that they are 

implemented in a timely, fair and consistent manner; 
• Ensure that appropriate pre-employment checks are carried out. 

 
3.2 Specific roles and responsibilities 
 
*Power to suspend and hear initial cases could be delegated below headteacher level e.g. to head 
of school, deputy head. 
**A “Panel” can be a single individual or any number of individuals from the relevant group. Specify 
below. 

 
 



Employee Investigating 
officer1 

Power to 
suspend* 

Power to lift 
suspension 

Make initial 
decision1* 

Hear appeal1 

School 
Employee 

Line Manager Headteacher 
With CEO 
 

Headteacher 
With CEO 
 

Headteacher 
With CEO 

Trust Board 
Panel** 

Headteacher Deputed 
Governor 
(from LGB) or 
CEO 

CEO CEO CEO Trust Board 
Panel** 

Trust Employee 
(Central 
Services) 

Line Manager CEO 
Deputed Trust 
Board member 

CEO 
Deputed Trust 
Board 
member 

CEO 
Deputed 

Trust Board 
member 

Trust Panel** 

CEO Deputed Trust 
Board member 

Chair of Trust 
Board 

Chair of Trust 
Board 

Chair of 
Trust Board 

Trust 
Members** 

 
1Different individuals/groups will deal with each of the three stages to ensure appropriate separation 
of function. 

 
Note 1: The term “Headteacher” is used to identify the person with responsibilities of headship 
within each Academy, who may be referred to locally as Head of School Headteacher, Executive 
Headteacher 
 
Note 2: Where not involved directly in the relevant stage of the procedure (or subject to it in the case 
of the CEO), the CEO and Chair of the Trust Board will be notified prior to any decision to suspend 
and/or dismiss a member of staff. 

 
3.3 It is the responsibility of line managers to: 

• Provide appropriate induction and training and support; 
• Manage staff in a fair and professional way; 
• Ensure all concerns are taken seriously; 

• Implement the procedures in a timely, consistent and effective manner;   Record, monitor 
and report. 

 
3.4 It is the responsibility of all employees to: 

• Be aware of and comply with general rules and procedures referred to in their contract and 
conditions of service and the specific working rules and procedures related to their area of 
work and workplace; 

• Comply fully with the disciplinary and other procedures and to co-operate with the 
processes contained therein. 

 
 

4. Representation and Support 
4.1 Support for employees 

 
It is recognised that disciplinary/dismissal procedures may be distressing and stressful. 

 
4.1.1 Employees may contact their union representative or other companion at any time and may 

ask for access to their employer’s occupational health and/or counselling service where these 
exist. 

 



4.1.2 It is in everyone’s best interests to deal with the case and conclude matters as quickly as 
possible. Where an employee becomes unwell, advice can be sought from an occupational 
health adviser if support is required, with a view to facilitating employees’ participation in 
the process. 

 
4.1.3 Where an employee is removed from their normal workplace/duties as part of the procedure 

(see 6. below), a member of staff will be assigned as a contact point to keep the employee 
up to date with work related issues. The person managing the disciplinary procedure will 
keep the employee advised of the progress of the case. 

 
4.2 Sharing information and referrals to the Disclosure and Barring Service 

 
4.2.1 Every effort will be made to maintain confidentiality during the investigatory process and 

disciplinary proceedings. 
 

4.2.2 The Governing Body may be notified of any suspension and/or major investigations but not 
of the details of a case. 

 
4.2.3 The employer will act in accordance with the provisions of the Education Act 2011 when 

investigating or considering an allegation against an employee made by a pupil at the same 
school. These provisions contain reporting restrictions preventing the publication of any 
material which could lead to the identification of any employee where an allegation is made 
by a pupil at the same school. 

 
Such restrictions cease to apply where an employee waives their rights by giving written 
consent or by going public themselves. 

 
4.2.4   Referrals to the Disclosure and Barring Service (DBS) should be made as soon as 

possible, and ordinarily on conclusion of an investigation, where an employee is removed 
from regulated activity. This could also include when an employee is suspended or 
redeployed to work that is not regulate activity (see section 6 below), dismissed (see 9.4) or 
when they have resigned (see 7.8 below). When a safeguarding/child protection allegation 
is made, an investigation should be carried out to gather enough evidence to establish if it 
has foundation (see section 5), and employers should ensure they have sufficient 
information to meet the referral duty criteria. Employers should ensure they have sufficient 
information to meet the referral duty criteria. Employers should ensure they seek 
appropriate HR advice if they are unsure whether it is appropriate to make a referral to the 
DBS. Where a referral is made, the employer will be informed. 

 
4.3 Representation 

 
4.3.1   Employees have a statutory right to be accompanied at disciplinary hearings and appeals 

by a trade union representative, an official employed by a trade union or work colleague. 
Trade union representatives who are not employed officials must have been certified by 
their union as being competent to accompany an employee. Requests to be accompanied 
must be clearly communicated to the school allowing adequate time for the school to deal 
with the companion’s attendance at the meeting. The request should be made in advance of 
the meeting (see 7.3 below) providing the name of the companion and whether they are a 
fellow worker or trade union official or representative. 

 
4.3.2 Requests to be accompanied at investigation meetings, if held may be approved entirely at 

the discretion of the employer. 

 
4.3.3 If an employee wishes to be accompanied by a person who is not a work colleague, an official 

employed by a trade union or trade union representative, they must seek permission from 



the employer in advance. All such requests will be given reasonable consideration and 
whether permission is granted will be entirely at the discretion of the employer. 
 

4.3.4   Employees are responsible for making their own arrangements for their chosen companion 
to attend hearings. When considering their choice of companion, employees should bear in 
mind the practicalities of such arrangements and seek to identity a suitable, willing 
companion who is available to attend the hearing. All requests to be accompanied must be 
reasonable, which will depend on the circumstances of each individual case. 

 
4.3.5   The companion will be allowed to address the hearing to put and sum up the employee’s 

case, respond on behalf of the employee to any views expressed at the hearing and confer 
with the employee during the hearing. The companion does not, however, have the right to 
answer questions on the employee’s behalf, address the hearing if the employee does not 
wish it or prevent the employer from explaining their case. 

 
5. Investigations 
 
5.1 In all disciplinary and dismissal cases, an investigation will be conducted to gather sufficient 

information and evidence to make a reasoned determination about whether or not the matter 
needs to be pursued formally at a disciplinary/dismissal hearing. 

 
5.2 Employees will be informed of concerns or allegations as soon as possible and given an 

explanation of the likely course of action, unless there is an objection from Social Care or 
the Police. 

 
5.3 The investigation may involve interviewing witnesses, the employee and other relevant 

parties and taking statements. 
 
5.4 All reasonable efforts will be made to begin and complete the investigation without  delay. 
 
5.5 Where an employee’s conduct is subject to a criminal investigation, charge or conviction 

the facts will be investigated. It will not normally be necessary to wait for the outcome of any 
prosecution before deciding what action, if any, to take. 

 
5.6 In certain circumstances, the investigating officer may conclude that formal disciplinary 

action is not necessary but that professional advice should be given to the employee. This 
will be in the form of a letter of expectation which will be placed on the employee’s file for 
the duration of their employment and thereafter held in accordance with the employer’s 
retention schedule. Such advice does not constitute a disciplinary sanction. 

 
6. Suspension 
 
6.1 In some cases it may be appropriate to remove the employee from their particular role, 

duties or location, or from the workplace entirely, for example where: 
 

• the allegations are so serious that dismissal for gross misconduct could be a possible 
outcome; 

• there is a risk of re-occurrence of the misconduct; 
• there is a tangible risk to property or person; 
• allowing the employee to remain at work could hinder the investigatory process; or 
• there is a statutory prohibition in effect which renders employment unlawful. In some 

cases where an allegation is made but information is limited, the employee may be 
given a few days paid leave to allow further time to consider the appropriate next steps. 
If this is the case this should be communicated to the employee and the relevant 
arrangements should be confirmed in writing. 



 
6.2 In appropriate cases, the following options will be considered prior to, or an alternative to 

consideration of suspension: 
 
• reallocation of duties; 

• relocation to another workplace or work area or work from home;  increased 
supervision in the workplace. 
 

6.3 Prior to any decision regarding suspension or alternative options to suspension, a detailed 
risk assessment will be completed to ensure the employer has reasonable and proper 
cause to suspend the employee, taking into account all the relevant risks. Where alternative 
options are not viable, and removal from the workplace is considered necessary, the 
employee may be suspended. The employee will be notified of the reason for their 
suspension, the initial duration of the suspension and any specific arrangements that apply 
e.g. regarding contact and access to school systems. The duration of any period of 
suspension will be kept to a minimum and will be reviewed regularly. If alternative 
arrangements to suspension are considered appropriate this will be notified to the employee 
and confirmed in writing. 
 

6.4 The power to suspend an employee and to lift such a suspension is set out at section 3.2. 
 
6.5 During a period of suspension, the employee will receive his/her contractual pay. Where an 

employee becomes unwell during a period of suspension, the normal certification 
requirements and reporting and contractual sick pay entitlements, will apply. If an employee 
is off sick at the point when the allegations arise, a risk assessment will need to be carried 
out to assess whether suspension or alternate arrangements with conditions are necessary 
during the period of sickness absence. 

 
6.6 Where, at any stage (following the investigation or a hearing – (see 7 below)), it becomes 

apparent that the suspension/alternative work arrangements are no longer appropriate 
and/or necessary, the employee must return to work as soon as possible. Depending on the 
circumstances, it may be necessary to meet with the employee and make appropriate 
arrangements to manage their return. 

 
7. Disciplinary/Dismissal Hearings 

 
7.1 Disciplinary/dismissal hearings will be carried out without undue delay. 

 

7.2 The employee will be given at least seven working days’ notice, in writing, of the date, time 
and place of any hearing. When given this notice, the employee will be: 
(i) informed of the nature and details of the alleged misconduct/reason for proposed 

dismissal; 
(ii) informed of his/her right to be accompanied at the hearing by a representative (see 4. 

above) and of his/her right to call relevant witnesses; 
(iii) supplied with a copy of the evidence which is to be considered at the hearing, including 

any witness statements; 
(iv) given an indication of the possible penalty which could be imposed if the allegations 

were found to be substantiated, e.g. a formal warning or termination of employment by 
dismissal; 

(v) informed who will conduct the hearing and where appropriate, the name of the 
presenting officer, including any advisers and the names of any witnesses* to be called. 
 

7.3 Not later than three working days before the employee: 
(i) must supply the name and status of his/her companion/representative; 
(ii) must supply the names of any witnesses* s/he intends to call and an outline of the 

evidence they will give; 
(iii) may submit a written statement or other supporting written evidence if s/he wishes, 



either direct or through his/her representative. 

 
*All parties should give careful consideration to whom they call as witnesses, limiting the numbers 
to the minimum necessary to support their case. Careful consideration should be given to the 
appropriateness of using character witnesses who have no direct knowledge of the issues under 
consideration. 
 
7.4 At the hearing both parties may: 

(i) present their case; 
(ii) be questioned on the statements made by them and on any evidence they have 

submitted; 
(iii) ask questions on any relevant aspect of the evidence presented by the other party. 

7.5 Witnesses called may be questioned by both parties. 
 

7.6 Employees are required to take all reasonable steps to attend hearings (see 12.3). 
 
7.7 Where a criminal matter is pending and an employee is unable, or is advised not to attend a 

disciplinary hearing or say anything about a pending criminal matter, a decision may be 
made based on the available evidence. 

 
7.8 In safeguarding/child protection cases, if an employee resigns prior to a formal disciplinary 

hearing, the evidence will still need to be assessed through the formal hearing process to 
determine an appropriate sanction and a referral will be made to the Disclosure and Barring 
Service (DBS) (see 9.4). As this is not a disciplinary hearing, as the employment has 
ended, there is no right of appeal. 

 
8. Possible outcomes of disciplinary/dismissal hearings 
 
8.1 All decisions made at disciplinary hearings will be based on the balance of probability. If at 

the conclusion of the investigation it is decided there is no case to answer, the employee 
will be notified of this and the outcome of the investigation will be confirmed in writing. 
Where an allegation is proven, any sanction will satisfy the test of reasonableness in all the 
circumstances and will be proportionate. The following mitigating factors will be considered 
in determining an appropriate sanction: 

 
• the employee’s disciplinary and general record, position and length of service; 
• any explanation or mitigation put forward by the employee; 
• any action taken in similar situations;  
• any relevant unexpired warnings;  
• any other relevant factors. 

 
8.2 Disciplinary sanctions 

 
Depending on the circumstances and following full consideration of relevant mitigating 
factors, disciplinary sanctions could take the following forms; 
(i) Written warning e.g. where there has been a failure to conform to standards; 
(ii) Final written warning e.g. where there is further misconduct or the misconduct is 

considered to be sufficiently serious; 
(iii) Dismissal with notice e.g. where misconduct is sufficiently serious or where conduct has 

failed to improve following previous warning(s); 
(iv) Summary dismissal e.g. where an act of gross misconduct has been committed. 

 
Warnings will set out the: 
• nature of the misconduct and expectations of future conduct; 
• length of the warning; and 
• consequences of any future misconduct. 



 
8.3 Time limit for disciplinary warnings 

 
8.3.1 Normally, the validity of disciplinary warnings will be considered to have expired after: 

 6 months for a first written warning  

 12 months for a final written warning  
 

provided that no further warnings have been issued and no disciplinary action has been 
taken against the employee during that period. Exceptions are set out below. Expired 
warnings will be disregarded in the event of any future disciplinary action (although a record 
of the warning and will not be removed from the personal file) but the fact that there is an 
expired warning may explain why the employer does not substitute a lesser sanction. 

 
8.3.2 There may be occasions, however, where the nature or pattern of misconduct and the post 

concerned do not make it desirable and appropriate for the one year time limit to apply. In 
these circumstances the employee will be notified in writing of the period applicable to the 
warning, which will not normally exceed five years. Exceptionally, there may be 
circumstances where the misconduct is so serious, relating for example to safeguarding 
children or vulnerable adults, that it cannot be disregarded for future disciplinary purposes. 
In such circumstances, the written warning can never be disregarded any recurrence may 
lead to dismissal. 

 
8.4 Other dismissals 

 
8.4.1 Unsatisfactory pre-employment checks: 

• Where a conditional offer has been made before employment has commenced and the 
conditions of the offer have not been met, the Headteacher may withdraw the offer of 
employment  

• Where a conditional offer has been made and employment has commenced the 
Headteacher will make a decision whether to terminate the contract  

• Disclosure and Barring Service checks to be refreshed and completed every 3 years  
• Failure to disclose a relevant criminal offence constitutes gross misconduct and will 

usually result in summary dismissal. Otherwise dismissals will be with statutory notice. 
 

8.4.2 Statutory Prohibition 
• Where the prohibition is evidenced and unavoidable, the headteacher/principal will 

make a decision whether to terminate the contract; 
• Where the prohibition is already in effect, termination will be with one week’s notice; 
• Where the prohibition is due to come into effect, as much notice as possible will be 

given. 
• If the prohibition ceases to apply during the period of notice, notice of termination will be 

withdrawal. 

 
9. Notification of outcome of hearings 
 
9.1 Where possible the decision of the hearing will be notified verbally to the employee at the 

end of the hearing. In any case, the employee will be issued with a written notification of the 
outcome within five working days of the hearing. 

 
9.2 Where appropriate, this letter will contain notice of dismissal and details of the termination 

date and any final pay. Notice of dismissal may be rescinded subsequently following a 
successful appeal. 

 
9.3 Employees will be asked to sign and return a copy of such notifications to confirm that they 

have received and understood them. 



 
9.4 Employers are required to refer appropriate safeguarding matters, including where a 

decision to dismiss is made, to the Disclosure and Barring Service (DBS) which will 
consider the employee’s suitability to work with children (see 4.2.4 and 7.4 above for further 
information). Where an employee is undertaking teaching work and is dismissed (or would 
have been dismissed had they not resigned) for other disciplinary matters, a referral will be 
made to the Teaching Regulation Agency (TRA), as appropriate. The employee should be 
informed of any referral. 
 

10. Appeals 
 
10.1 An employee has a right of appeal against any disciplinary sanction/dismissal. An employee 

may forego his/her right to appeal. 

 
10.2.   Notice of any appeal must be given in writing to the named person (as in table 3.2) within 

five working days of receipt of the written notification by the employee of the outcome of the 
hearing, clearly stating the grounds upon which the appeal is made. Valid grounds for 
appeal may be: 
• There was a flaw or error in the procedure; 
• The penalty was unduly severe; 
• The original finding was against the weight of evidence; 
• There is evidence not taken into account which could affect the original decision; 
• There has been an error of judgement on a point of fact. 

 
Employees may be asked for clarification of the grounds for their appeal where this is 
not clear. 
 
10.3 All appeals will be heard by those with delegated powers as set out in 3.2.  

The decision of the appeal hearing is final, subject to the employee’s rights at 
law. 

 
10.4 The employee will be given at least five working days’ notice of the appeal 

hearing in writing. 
 

10.5  A disciplinary appeal hearing may be a full rehearing of the original case or a consideration 
of a particular matter where the appeal is on a specific and narrow point(s). An appeal will 
not normally hear matters which were not upheld at the original hearing. The format for the 
appeal hearing will be determined, upon receipt of the letter of appeal and communicated to 
all parties. 

 
10.6 Procedures and Evidence 

 
10.6 Re-hearing: 

The procedure for a re-hearing will normally be as for the original hearing. New evidence, 
provided it is relevant to the original allegation(s), can be introduced by either party. All 
parties’ papers, including any new evidence relevant to the appeal, must be submitted to the 
other party and the Appeals Committee at least three working days before the re-hearing. 
 

10.7   Appeal on points: 
 
The employee will present evidence to support their appeal point(s) and the original 
decision maker will respond to these as part of the appeal process. The Appeal Committee 
will then consider these submissions, together with the outcome letter and notes from the 
original hearing. New evidence will not normally be permitted at an appeal on points. 

 



10.8 The outcome of the appeal will be notified as for the original hearing, except there is no 
further right of appeal within this procedure (see 9.1). 

 
11 Records and Data Protection 

 
11.1 Notes of hearings and meetings with the employee will be taken and shared with him/her as 

soon as possible after the hearing. The employee has the right to challenge the accuracy of 
any minutes and to have such challenges recorded. 

 
11.2 No-one may record meetings or hearings, except for the clerk to assist with producing the 

minutes, where permission is given by all parties. A request from a disabled 
employee/companion to record the hearing will normally be considered as a reasonable 
adjustment in appropriate circumstances, but will be subject to agreement by all parties. Any 
recording made will be destroyed once minutes/notes are completed. If an unauthorised 
recording is made by the employee this may result in disciplinary action. If an unauthorised 
recording is made by the companion this may result in the employer refusing to allow the 
companion to attend further meetings. 

 
11.3 Details of any formal action, including any warnings will be retained on the employee’s 

personal file. 

 
11.4 Professional advice/letters of expectation which are not a disciplinary sanction will remain on 

file for the duration of the employment and thereafter will be held in line with the school’s 
retention schedule. 

 
11.5 If an investigation or hearing concludes that an allegation is totally unsubstantiated, 

unfounded or malicious, records will be removed from the employee’s personal file on the 
conclusion of the case. 

 
11.6 Details of any ongoing disciplinary action and/or sanctions, and in the case of safeguarding 

matters, expired warnings will be referred to when responding to an employee reference 
request. 

 
11.7 The school processes personal data collected during the investigation stage and any 

subsequent stages of the disciplinary procedure (including any appeal) in accordance with 
its data protection policy.  In particular, data collected as part of the investigation stage and 
any subsequent stages of the disciplinary procedure is held securely and accessed by, and 
disclosed to, individuals only for the purposes of completing the disciplinary 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 this 
disciplinary procedure. 

 
12 Timing / location of meeting/hearings 

 
12.1 Employers are obliged to deal with disciplinary and dismissal matters without undue delay. 

It is expected that employees and their representatives will assist in this aim. 

 
12.2 Where possible, timings of meetings and hearings will be agreed with the employee and 

his/her representative and will normally take place during the working day. 

 
12.3 Employees and their representatives should make themselves available to attend meetings 

within a reasonable period of time. If the employee’s companion is not available, for a reason 



that was not reasonably foreseeable, at the time proposed, one alternative date will be set, 
normally within five working days from the original date. 

 
12.4 Where possible meetings and hearings will be held at a mutually convenient location, which 

meet any special needs of attendees and which may sometimes be away from the normal 
place of work where this is considered to be appropriate. 

 
12.5 Reasonable time off with pay will be granted to employees who are acting as a witness or 

companion for an employee who is subject to the disciplinary process. 

 
13 Grievances raised during disciplinary/dismissal procedures 
 

If an employee raises a grievance during the course of the disciplinary/dismissal procedure, 
related to the case, the grievance will normally be dealt with as part of the formal 
disciplinary hearing/appeal process. If appropriate, given the nature of the grievance, the 
disciplinary/dismissal process may be temporarily suspended in order to deal with the 
grievance. 
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Appendix C – Disciplinary Rules 
 
Listed below are the types of issues which could result in disciplinary action being taken. The lists are 
neither exclusive nor exhaustive and there may be actions which do not appear but may nevertheless 
be the subject of disciplinary action. 

 
In determining the seriousness of the misconduct, particular regard will be given to the circumstances 
of the individual case. Factors which can influence a decision as to the seriousness of the offence may 
include: 

 
• The type, degree and frequency of the misconduct 
• The consequences arising from the misconduct, and 
• The level of responsibility of the employee concerned 

 
Careful consideration will be given to the above factors in each case. There may be situations where 
misconduct which would normally lead to summary dismissal may warrant less serious action. 
Similarly, there may be situations in which misconduct which would not normally lead to summary 
dismissal warrants such action. 
 
Misconduct 
Examples of misconduct where a form of warning may be issued, or where cumulative or repeated 
acts could lead to dismissal are as follows: 

         Attendance and Time-keeping o Continuing failure to comply with attendance and time-

keeping requirements o Continuing failure to follow procedures for booking and returning 

from leave o Absenteeism and unauthorised absence from the workplace 

         Behaviour 

o Refusal or failure to follow a legitimate management instruction o Inappropriate 

behavior or abuse of authority towards a colleague or member of the public or person in 
the care of the school/academy 

o Insubordination 

o Failure to comply with policies and procedures o Abuse of the policies and procedures 

o Conduct at work which is likely to offend decency o Conduct which could bring the 

employer into disrepute o Misuse of facilities 

         Poor Working Practices o Failure to maintain proper records o Failure to follow procedures 

e.g. financial regulations, standing orders o Failure to comply with health and safety 

requirements 

          General 
o Misconduct in relation to official documents e.g. destroying or mutilating records, 

altering/erasing or adding to entries without legitimate reason 
o Neglect of health e.g. committing an act or adopting conduct which may impede 

recovery and return to work whilst absent from work due to sickness 
o Engaging in paid employment outside the hours contracted to work without the 

employers express permission 
• Conduct outside of the workplace which impacts on the employer, for example: 

o Serious driving offences, particularly those involving alcohol or drugs o 

Serious offences involving gambling 
• Any other act of misconduct of a similar gravity 

 
Gross Misconduct 
 
Gross Misconduct is defined as misconduct of such a serious nature that the employer is justified in 

no longer tolerating the employee’s continued presence at the place of work.   Unauthorised 
removal of property 

• Stealing/theft from the school/academy, its governors, its employees or the public and other 



offences of fraud or serious dishonesty 
• unauthorised recordings of any meetings/hearings  
• Smoking or vaping an E-Cigarette on the school grounds 
• Sexual offences/misconduct (including serious misuse of the internet) 
• Breaches of the Equality and Diversity policy, including serious acts of harassment, 

discrimination or verbal abuse against employees, clients or members of the public on grounds 
of race, sex, disability or religious belief or any other grounds 

• Fighting / Physical assault / offences involving violence 
• Possession of prohibited firearms, knives or other weapons 
• Harming pupils (as defined by the Children’s Act 1989, as amended) 
• Abuse of Trust relating to pupils within the school 
• Establishing inappropriate relationships with children or young people, including through social 

networking sites 
• Falsification of time sheets or subsistence/expenses claims, sickness selfcertification etc. 
• Other offences which seriously threaten the security of the pupils, members of the public, 

employees or property or which seriously damages public confidence in the employer 
• Deliberate misuse of data protection information and/or deliberate interference with 

computerised information 
• Falsification of qualifications which are a stated requirement of employment and which result in 

financial gain 
• Malicious damage to property, arson and other major criminal damage 
• Serious breaches of Health and Safety legislation and/or the Health, Safety and Welfare 

Policy e.g. intentional or reckless interference with or misuse of anything provided by the 
employer in the interests of health and safety. 

• Serious drug/alcohol related offences 
• Serious breaches of the policy on use/misuse of the internet/data records 
• Serious breaches of the Code of Conduct 
• Failure to disclose any relevant criminal offences prior to employment and any criminal 

convictions which occur during employment  
• Any other act of misconduct of a similar gravity. 
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1. Introduction and scope 

 | 

 How much leave to grant 

 Whether the leave will be paid or unpaid 
 
Once a decision has been made, this will be communicated to the employee as soon as possible.  
 
2. Procedure for applying for leave of absence 
 
Requests for leave of absence should be submitted by completing a Leave of Absence Form/online 
application via the PSP portal. Copies of the form can be found stored in a central online folder in 
each school which is accessible by all staff.  
 
Applications should be submitted to:  
.  

Academy Employee Line Manager  
Head of School/Headteacher has makes the overall 
decision 

Headteacher CEO 

Trust Employee (Central Services) Line Manager 
CEO 

 
Note 1: The term “Headteacher” is used to identify the person with responsibilities of headship within 
each Academy, who may be referred to locally as Headteacher/Head of School. 

 
Employees must give as much information as possible when considering the request and indicate 
whether they are requesting paid or unpaid leave to assist the Line Manager and Headteacher in 
considering the request and making a decision.   
 
3. Notice requirements 
 
Specific notice periods are mandatory for some types of leave (e.g. maternity, paternity leave) and 
these are indicated in the leave tables (see Appendices 1-5), together with the reference point for 
further information. 
 
For all other leave, employees should request leave of absence with as much notice as possible, 
and in any case in accordance with following timescales.   
 

 
 
4. Emergency leave requests 
 
In certain circumstances it may not be possible for the employee to request the leave of absence, in 
writing, in advance.  
 

Length of leave of absence requested Minimum Notice required 

Up to 5 days 1 week 

5 days and over 1 month 
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In these circumstances the employee should follow the agreed procedure in their academy. E.g. 
telephoning the school absence line and speak to the Headteacher/their line manager to discuss the 
reasons for the request for leave of absence.  
 
An initial decision whether leave of absence is granted to cover the initial emergency situation will be 
made and notified verbally to the employee. A written record of the details of the request for leave of 
absence and the decision regarding the granting of any leave of absence will be made. The record 
will be signed by the employee on their return to work. This will then be kept on the employee’s 
personal file. 
 
5. Considering leave of absence requests 
 
The Line Manager or Headteacher upon receipt of a leave of absence request, consider the request 
in line with this leave of absence policy, the particular circumstances of the case and any operational 
requirements of the establishment.  They will also take into account any other relevant factors 
including:  
 

 how many previous requests have been made by the employee in the last 12 months and 
rolling period and for what reason 

 whether any previous requests for absence in the same circumstances have been approved, 
how many, for how long and whether the leave was paid or unpaid   

 how similar requests from other employees have been dealt with  

 whether they are setting a precedent for how similar requests will be dealt with in future 
 
The Headteacher will notify the employee in writing, as soon as possible, of the decision. The 
approval section on the Absence Request form should be completed and signed and a copy of the 
form will be provided to the employee.  
 
If the request is not agreed the employee will be notified that they have the right to appeal against 
the decision. 
 
The request for leave of absence and a copy of the decision will be placed on the employee’s 
personal file. 
 
6. Appeals 
 
Employees have the right to appeal against a refusal to approve a leave of absence request or 
against a refusal to approve paid leave (where the time off has been granted as unpaid leave). 
Appeals should be submitted within five days of receiving the decision. 
 
Any appeal lodged against a decision relating to a request for leave of absence will be heard by:  
Amend/delete the table below as applicable in line with the Trusts Scheme of Delegation (SoD).  
More than one individual/group may appear in each box. 
**A “Panel” can be a single individual or any number of individuals from the relevant group.  Specify 
below. 
 

Academy Employee LGB Panel** 

Headteacher LGB Panel** 

Trust Employee (Central Services) Trust Panel 
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Note 1: The term “Headteacher” is used to identify the person with responsibilities of headship within 
each Academy, who may be referred to locally as Headteacher, Principal, Executive Headteacher, 
or Executive Principal. 
 
The employee and their chosen representative (normally a representative from a recognised trade 
union or work colleague) may attend any such appeal meeting to make representation. 
 
The decision at Appeal will be final. 
 
7. Unauthorised leave of absence 
 
Employees who take time off work without following the appropriate procedure for requesting leave 
and/or who take time off without receiving appropriate approval may be subject to disciplinary action 
in line with the disciplinary procedure. 
 
 
Employees who take unauthorised absence will not receive payment for such absence other than in 
exceptional circumstances. 
 
 
8. Impact on Pension 
 
When a Pension Scheme member has authorised unpaid leave of absence, the period of any such 
leave will not count towards their Pension. 

 Members of the Local Government Pension Scheme can buy back any period of authorised 
unpaid leave through an Additional Pension Contribution (APC) contract. 
http://www.lgps2014.org/content/how-do-i-buy-extra-or-lost-pension. If you elect to enter into 
an APC contract within 30 days of the unpaid leave, your employer will pay 2/3 of the cost and 
you will pay 1/3.  Further information: http://www.lgps2014.org/  

 Members of the Teachers’ Pension Scheme can purchase additional pension subject to a 
minimum amount.  Further information: https://www.teacherspensions.co.uk/    

 
9. Data Protection 

When an employee makes a request for leave of absence under this policy, the school will process 
any personal data collected (including written records of meetings held under this process) in 
accordance with its data protection policy. In particular, the school will only record personal 
information required to deal with the employee’s request for leave of absence and keep this 
information only for as long as necessary to deal with the request. Data collected as part of a leave 
of absence request is held securely and accessed by, and disclosed to, individuals only for the 
purposes of responding to leave of absence requests.  

On the conclusion of the process, 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 school's disciplinary 
procedure.

http://www.lgps2014.org/content/how-do-i-buy-extra-or-lost-pension
http://www.lgps2014.org/
https://www.teacherspensions.co.uk/


Appendix 1 Table of family related leave 
 

Type of Absence Details of leave provisions  Statutory or 
Discretionary 
Leave 

Paid / Unpaid  Further information 

Adoption Leave Subject to meeting the relevant qualifying conditions 
and notice requirements employees who have been 
newly matched with a child for adoption by an 
approved adoption agency and who will be the 
primary adopter are entitled to 26 weeks ordinary 
adoption leave followed by up to 26 weeks additional 
adoption leave.  The secondary adopter may be 
entitled to paternity leave and/or shared parental 
leave. 
 
The employer and employee can also agree to up to a 
maximum of 10 days paid ‘keeping in touch’ days 
during the period of adoption leave for the primary 
adopter.   
 
Employees who are local authority foster parents and 
also approved as prospective adopters and who have 
a child placed with them in a “foster to adopt” situation 
will be entitled to adoption leave if they are the primary 
adopter.   
 
Employees who intend to apply for a parental order 
and expect to become the child's legal parents in a 
surrogacy situation may be entitled to adoption leave 
(primary adopter) and/or paternity/shared parental 
leave (secondary adopter) subject to meeting the 
eligibility criteria. 
 

Statutory.  
Mandatory notice 
requirements apply. 
 

Statutory - paid/unpaid 
subject to qualifying 
conditions.  
 
Eligible employees may 
also be entitled to 
contractual adoption 
pay. 

Employees should 
contact the office for 
more information 
Manager/Admin – see 
adoption/shared 
parental leave toolkit 

 
 
 
 



8 
 

Type of Absence Details of leave provisions  Statutory or 
Discretionary 
Leave 

Paid / Unpaid  Further information 

Pre-Adoption 
Meetings 

Adopters have a statutory right to time off to attend 
pre-adoption meetings. The purpose of the request for 
time off must be to meet with a child/children matched 
for adoption with the employee or for another purpose 
connected to the adoption. 
 
The entitlement is to paid time off to attend up to five 
meetings for the ‘primary’ adopter.   The ‘secondary’ 
adopter is entitled to unpaid time off to attend up to 
two meetings. Employees are encouraged to arrange 
appointments outside their working hours wherever 
possible. 
 
There is no statutory right to further pre-adoption 
leave but requests may be considered on a 
discretionary basis. 
 

Statutory – time off 
should not exceed 
6.5 hours per 
appointment. 

Statutory paid (primary 
adopter)/unpaid 
(secondary adopter)  
 
Pay is discretionary if 
any further leave is 
approved. 

Employees should 
contact the office for 
more information. 
Manager/Admin – see 
adoption toolkit 

Ante-natal Care 
(for pregnant 
employees)  

All pregnant employees have a statutory right to 
reasonable paid time off work for ante-natal care but 
are encouraged to arrange appointments outside of 
their working hours wherever possible. Antenatal care 
may include relaxation and parent-craft classes if they 
have been recommended by a doctor or midwife. 
 

Statutory – 
reasonable time off 

Statutory – paid  Manager/Admin – see 
maternity toolkit  
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Type of Absence Details of leave provisions  Statutory or 
Discretionary 
Leave 

Paid / Unpaid  Further information 

Ante-natal Care 
(requests for time 
off made by fathers 
to be/ partners and 
nominated carers) 

All employees in a qualifying relationship with a 
pregnant woman or her expected child (including 
spouse, civil partner and person in a long term 
relationship with the pregnant woman) are entitled to 
take time off during their working hours in order to 
accompany the woman to two ante-natal 
appointments.  The appointments must be made on 
the advice of a registered medical practitioner, midwife 
or registered nurse. 
 
Employees who intend to apply for a parental order 
and expect to become the child's legal parents in a 
surrogacy situation have the right to unpaid time off 
work to accompany the birth mother to up to two 
antenatal appointments. 
 
Any time off requested to attend further ante-natal 
appointments will be at the discretion of the employer. 

Statutory – two 
appointments not 
exceeding 6.5 hours 
per appointment 

Statutory – unpaid 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Pay is discretionary 

Manager/Admin – see  
maternity toolkit 
 

Parent craft and 
routine antenatal 
classes 

Requests to attend parent craft classes or routine 
antenatal classes, which have not been specifically 
recommended by a doctor or midwife (see ante-natal 
care above) and which cannot be arranged for outside 
normal working hours may be considered at the 
discretion of the employer.  

Time off is 
discretionary 

Pay is discretionary Manager/Admin – see 
maternity toolkit  

Bereavement 
leave/Time off to 
attend funerals 

Parental Bereavement Leave wef April 2020 
 
Requests for time off due to the bereavement and to 
attend the funeral will be considered on a 
discretionary basis.  
 
NB: “time off in consequence of death of dependent” 
to make necessary arrangements is covered by time 
off for dependents leave.  

2 weeks within 56 
days 
 
Time off is 
discretionary  
 
Statutory – 
reasonable time off  

Statutory pay subject to 
qualifying service and 
earnings 
 
Pay is discretionary 

Guidance Available 
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Type of Absence Details of leave provisions  Statutory or 
Discretionary 
Leave 

Paid / Unpaid  Further information 

Child care (time off 
to make alternative 
child care 
arrangements) 

Time off to set up alternative care arrangements when 
a child’s normal carer is suddenly unable to provide 
care or when normal childcare arrangements are not 
available is covered under time off for dependents.  
 
NB the statutory right does not include a right to time 
off to provide care beyond a reasonable amount 
necessary to deal with the immediate crisis. 

Statutory – 
reasonable time off 
to deal with the 
emergency 
 
 
Any time off beyond 
immediate crisis -
discretionary 

Pay is discretionary 
 
 
 
 
Pay is discretionary 
 

See time off for 
dependents  

Time off for 
Dependants  

Employees have a statutory right to take a reasonable 
amount of time off work to deal with certain 
unexpected or sudden emergencies and to make any 
necessary longer term arrangements. The emergency 
must involve a dependent of the employee.     
 
A dependent is defined as the employee’s parent, 
wife, husband or partner, child, or someone who lives 
as part of the family, but not the employee’s tenant, 
lodger or boarder.  
 
It also includes someone for whom the employee is 
the main carer. In cases of illness, injury or where 
care arrangements break down, a dependent may 
also be someone who reasonably relies on the 
employee for assistance. This may be where the 
employee is the primary carer or is the only person 
who can help in an emergency. 
 
NB the statutory right does not include a right to time 
off to provide care beyond a reasonable amount 
necessary to deal with the immediate crisis. 

Statutory – there is 
no set period and 
the length of leave 
authorised will 
depend on individual 
circumstances, and 
leave for this reason 
may be offered in 
addition to other 
discretionary leave. 

Pay is discretionary  
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Type of Absence Details of leave provisions  Statutory or 
Discretionary 
Leave 

Paid / Unpaid  Further information 

Domestic crisis / 
damage to 
property 

In exceptional circumstances it may be necessary and 
unavoidable for an employee to request leave to deal 
with a domestic crisis (which may include serious 
damage or disruption to property). 

Time off is 
discretionary 

Pay is discretionary  

Elder Care Requests for time off to deal with unexpected 
emergencies to care for an elderly person who is an 
immediate family member or other elder dependent 
cared for by the employee is covered under time off 
for dependents.  
 
NB the statutory right does not include a right to time 
off to provide care beyond a reasonable amount 
necessary to deal with the immediate crisis. 

Statutory – 
reasonable time off 
 
 
 
Any time off beyond 
immediate crisis -
discretionary 
 

Pay is discretionary 
 
 
 
 
Pay is discretionary 

See time off for 
dependents  

Fertility Treatment  
 

Each request will be considered individually in the 
context of the particular circumstances.  
 

Time off is 
discretionary 

Pay is discretionary For support staff on LG 
conditions see Green 
book – this 
recommends 
reasonable time off 
arrangements for 
employees undergoing 
fertility treatment. 

Foster Care Requests for leave by foster carers to attend meetings 
and/or attend training commitments may be 
considered on a discretionary basis. 
 
Foster carers who are also approved as prospective 
adopters may be entitled to adoption leave (and to 
attend pre-adoption meetings), if they have a child 
placed with them in a “foster to adopt” situation and 
they will be the primary adopter.  
 

Time off is 
discretionary  
 
 
Statutory – subject 
to meeting the 
qualifying conditions.  

Pay is discretionary 
 
 
 
Statutory - paid/unpaid 
subject to qualifying 
conditions.  
Eligible employees may 
also be entitled to 
contractual adoption 
pay 

Manager/Admin for 
further information on 
foster to adopt 
arrangements see 
adoption toolkit. 
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Type of Absence Details of leave provisions  Statutory or 
Discretionary 
Leave 

Paid / Unpaid  Further information 

Graduation of 
child/partner  

Requests for leave to attend the graduation ceremony 
of a child/partner will be considered on a discretionary 
basis. 
 

Time off is 
discretionary 

Pay is discretionary   

Illness/Injury of 
family members  

Requests for leave due to the illness or injury of family 
members (outside the statutory right to reasonable 
unpaid time off to care for dependents) may be 
considered by the Headteacher, on a discretionary 
basis.  

Time off is 
discretionary 

Pay is discretionary   

Maternity Leave Subject to meeting the relevant qualifying conditions 
and notice requirements employees are entitled to 26 
weeks ordinary maternity leave followed by up to 26 
weeks additional maternity leave.  
 
 
The employer and employee can also agree to up to a 
maximum of 10 days paid ‘keeping in touch’ days 
during the period of absence.  
 

Statutory. 
Mandatory notice 
requirements apply. 

Statutory - paid/unpaid 
subject to qualifying 
conditions 
 
Eligible employees may 
also be entitled to 
contractual maternity 
pay. 

Employees should 
contact the school 
office for more 
information 
 
Manager/Admin – see 
maternity toolkit 
 

Maternity Support 
Leave (support 
staff on LG 
conditions) 

Maternity support leave of 5 days shall be granted to 
the child’s father or partner or nominated carer of an 
expectant mother at or around the time of birth. 
 

5 days – mandatory 
for staff on Local 
Government 
conditions of service 

Pay is mandatory due 
to Local Government 
conditions of service 

Manager/Admin – see 
maternity toolkit 

Maternity Support 
Leave (teaching 
staff and other 
staff not on LG 
conditions) 

There is no entitlement to maternity support leave for 
teaching staff although requests for leave from the 
child’s father or partner or nominated carer of an 
expectant mother at or around the time of birth may be 
considered on a discretionary basis. 
 

Time off is 
discretionary 

Pay is discretionary Manager/Admin – see 
maternity toolkit 

 
 
 



13 
 

Type of Absence Details of leave provisions  Statutory or 
Discretionary 
Leave 

Paid / Unpaid  Further information 

Parental Leave The right to parental leave entitles all eligible 
employees who have completed one year’s qualifying 
service to take a period of unpaid leave to care for 
each child under 18 years of age. Parental leave is for 
parents, adoptive parents and guardians to care for 
their children. Parental leave must normally be taken 
in blocks of one week. 

Statutory - 18 weeks 
in total for each 
eligible child. 
Mandatory notice 
requirements apply. 
 

Statutory – unpaid  Manager/Admin – see 
parental toolkit 

Paternity Leave  
(See also Maternity 
Support leave 
above) 

Paternity leave is available for eligible fathers/partners 
and adoptive fathers/partners.  The provisions extend 
to an adoptive mother or the partner of an adoptive 
father, who may take paternity leave if the other 
partner chooses to take any entitlement under the 
statutory adoption leave provisions.  
 
 
Additional Paternity Leave (NB only applicable for 
parents of children born or adopted on or before 4th 
April 2015 – parents of children born or adopted on or 
after 5th April 2015 may be eligible for Shared Parental 
Leave – see below). 
Subject to meeting the relevant qualifying conditions 
and notice requirements employees are entitled to up 
26 weeks Statutory Additional Paternity Leave for a 
child born after 3 April 2011 if the partner has returned 
to work. 

Statutory - up to 2 
consecutive weeks 
leave for each 
pregnancy or 
adoption (regardless 
of number of babies 
born or children 
adopted 
 
Statutory (if eligible) 

Statutory paid  
(2 weeks SPP or 1st 
weeks full pay Mat. 
Support Leave 2nd 
week SPP)  
 
 
 
May be entitled to 
receive Additional 
Statutory Paternity Pay 

Employees should 
contact the school 
office for more 
information 
Manager/Admin – see 
paternity toolkit 
  
 
 
Employees should 
contact the school 
office for more 
information 
Manager/Admin – see  
paternity toolkit 
 

 
 
 
 
 
 
 



14 
 

Type of Absence Details of leave provisions  Statutory or 
Discretionary 
Leave 

Paid / Unpaid  Further information 

Shared Parental 
Leave (SPL) 

Parents of children born or placed for adoption after 
5th April 2015 may be eligible to take SPL, subject to 
meeting eligibility and notice requirements.  SPL is 
available where the mother/primary adopter brings 
their maternity/adoption leave to an end early (at any 
point after the initial 2 week compulsory period of 
leave) and then parents decide how to apportion the 
remaining weeks of pay and leave between them. 
 
SPL may only be taken during the year following 
birth/adoption placement 

Statutory – 
maximum of 50 
weeks leave (less 
any period of 
maternity/adoption 
leave already taken) 
may be used as 
shared parental 
leave, subject to 
meeting eligibility 
criteria 

Statutory – paid/unpaid 
subject to qualifying 
conditions  

Manager/Admin – see 
Shared Parental Leave 
toolkit  

Surrogacy  An employee acting as surrogate mother is entitled to 
maternity leave subject to meeting the eligibility 
criteria.  
 
An employee taking parental responsibility for a child 
born by a surrogate is not entitled to maternity leave 
but may be entitled to adoption leave and/or shared 
parental leave subject to meeting the eligibility criteria.  
 
Employees who are intended parents by virtue of a 
surrogacy arrangement are entitled to unpaid time off 
to attend up to 2 ante-natal appointments of the 
surrogate not exceeding 6.5 hours per appointment 
(see ante-natal care above). 
 

Statutory subject to 
meeting eligibility 
criteria 
 
Statutory subject to 
meeting eligibility 
criteria 
 
 
 
 
Statutory  
 

Statutory - paid/unpaid 
subject to qualifying 
conditions 
 
Statutory - paid/unpaid 
subject to qualifying 
conditions 
 
 
 
 
Statutory - unpaid 

Manager/Admin – see 
maternity toolkit 
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Appendix 2 Table of health related absence 
 

Type of Absence Details of leave provisions  Statutory or Discretionary 
Leave 

Paid / Unpaid  

Blood Donors Subject to operational requirements employees may request 
reasonable time off on a discretionary basis. 
 

Time off is discretionary  Pay is discretionary 

Cancer Screening For routine cancer screening (for example cervical cancer 
screening and breast examinations) employees should make all 
reasonable efforts to arrange appointments outside working time. 
Where this is not possible, or where the screening is non-routine, 
leave of absence will be granted for the purpose of attending such 
appointments. 

Time off as and when – 
mandatory due to conditions of 
service for support staff (Green 
Book) 
 
Time off is discretionary for 
teachers. 

Paid – mandatory due 
to conditions of service 
for support staff 
 
Pay is discretionary for 
teachers 
 

Dental Treatment For all routine dental appointments employees should make all 
reasonable efforts to arrange appointments outside working time   If 
emergency or urgent treatment is required employees may request 
leave during the normal working day and such requests will be 
considered on a discretionary basis. 
 

Time off is discretionary  Pay is discretionary 

Elective surgery 
that is not 
medically 
necessary / 
recommended 

Employees who wish to undergo elective surgery that is not 
medically necessary / recommended should arrange such surgery 
(and any pre/post operation appointments) during school closure 
periods/periods of annual leave.  
 
They should ensure that they have enough time to recover before 
the start of term/end of period of annual leave. 
 
Leave of absence will not normally be granted although requests 
will be considered on a case by case basis. If, following elective 
surgery that is not medically necessary / recommended, the 
employee becomes medically unfit as a result of the surgery 
sickness absence provisions will apply. 

Time off is discretionary  
 
 
 
 
 
 
 
Sickness absence in line with 
normal entitlements  

Pay is discretionary  
 
 
 
 
 
 
 
Statutory and 
contractual sick pay 
entitlement will be 
payable where eligible. 
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Type of Absence Details of leave provisions  Statutory or Discretionary 
Leave 

Paid / Unpaid  

Elective surgery 
that is medically 
necessary / 
recommended  
 

Where the elective surgery is medically necessary / recommended 
normal sickness provisions will apply. Employees may be asked to 
provide evidence that the surgery is necessary / recommended. 

Sickness absence in line with 
normal entitlements  

Statutory and 
contractual sick pay 
entitlement will be 
payable  

Medical 
appointments and 
treatment  

All routine medical appointments and treatment should be arranged 
for outside the employee’s normal working hours. If an emergency 
appointment or urgent treatment is required employees may 
request leave during the normal working day and such requests will 
be considered on a discretionary basis. 
 

Time off is discretionary Pay is discretionary 
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Appendix 3 Table of Public service and duties leave 
 

Type of Absence Details of leave provisions  Statutory or 
Discretionary 
Leave 

Paid / Unpaid  Further information 

Court / 
Employment 
Tribunal 
Appearances  

Employees who are required to attend court as a 
witness, juror or because they are pursuing a claim or 
are the subject of criminal proceedings must notify the 
school as soon as they receive the hearing date or a 
witness summons. 
 

Time off is 
discretionary (except 
where a witness 
summons is 
produced by the 
employee when the 
employer should 
release the 
employee to attend 
the hearing) 
 

Pay is discretionary Employees may wish to 
contact the relevant 
court/tribunal to obtain 
information as to 
whether they may 
recover their travel and 
expenses. 

Jury Service All employees must be allowed to take time off for jury 
service. Under national conditions of service 
employees are entitled to receive paid leave of 
absence for jury service. 
 

Statutory right to 
leave for the 
duration of jury 
service 
 

Contractual - paid.  
 
Under LG and teacher 
terms and conditions 
paid leave, less the loss 
of earnings entitlement 
under the Juror’s 
Allowance Regulations. 
 

The employee and 
payroll will need to 
complete a loss of 
earnings form. 
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Type of Absence Details of leave provisions  Statutory or 
Discretionary 
Leave 

Paid / Unpaid  Further information 

Public bodies 
(service on) and 
public duties  

Justices of the Peace/Magistrates 
 
Members of a local authority/local councilors 
 
Members of a statutory tribunal e.g. an Employment 
Tribunal 
 
Members of a relevant health body/authority for 
example health trusts 
 
Members of a relevant education authority for 
example Maintained school or college Governing 
Body (i.e. School  Governors)  (n.b School Governors 
at Academies are not currently included in this right) 
 
Members of the prison independent monitoring boards  
 
Members of Teaching Regulation Agency (formerly 
National College for Teaching and Learning)   
 
Members of the Environment Agency 
 
 

Statutory right to a 
“reasonable” amount 
of time off, to be 
agreed between the 
employee and 
employer 
beforehand.  
 
The amount of time 
that may be 
considered 
reasonable should 
be based on: 
How long the duties 
might take 
The amount of time 
the employee has 
already had off for 
public duties 
How the time off will 
affect the 
school/organisation 
Employers may 
refuse time off if they 
consider it is 
unreasonable 

Contractual Paid leave.  
 
Where an allowance is 
claimable for loss of 
earnings the employee 
should claim and pay 
the allowance to the 
employing school. 
 

See references to 
Green Book and 
Burgundy Book for jury 
service (in section 
above) which also 
covers service on 
public bodies. 
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Type of Absence Details of leave provisions  Statutory or 
Discretionary 
Leave 

Paid / Unpaid  Further information 

Reservists – time 
off for training 

Volunteer reservists (e.g. members of the Territorial 
Army) may request time off to carry out training. There 
is no statutory entitlement to time off for training. 
Employers may consider such requests on a 
discretionary basis. 
 
N.b Reservists who are mobilised must be given time 
off, unless their employer believes their absence 
would cause serious harm to their organisation. 
In these circumstances, employers have the right 
to seek exemption from it, or to defer or revoke the 
mobilisation. 
 
Employers may be eligible to claim expenses in 
respect of additional costs incurred whilst replacing a 
reservist (to a maximum of £110 per day). Employers 
may also be able to receive a payment of up to £500 
per month for each full month a reservist is absent 
from work (pro-rated for parts of month and part time 
workers). 
 

Time off is 
discretionary  

Pay is discretionary N.B All contracts of 
employment state that 
employees must not 
volunteer for service in 
HM forces without 
seeking prior approval 
from their employer. 
 
Further information on 
employing reservists 
can be found in our 
toolkit and on 
www.sabre.mod.uk  
 

Trade Union 
Representatives – 
requests for time 
off to act as a 
companion to 
another employee 
attending a 
disciplinary or 
grievance 

Trade Union representatives have a statutory right to 
take a reasonable amount of paid time off to 
accompany a worker at a disciplinary or grievance 
hearing so long as they have been certified by their 
union as being capable of acting as a worker’s 
companion. The right to time off only applies where 
the person being accompanied is employed by the 
same employer as the certified companion. 
 

Statutory – 
“reasonable” time off 

Statutory – paid  See ACAS Code of 
Practice - Time off for 
trade union duties and 
activities 

 
 
 

http://www.sabre.mod.uk/
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Type of Absence Details of leave provisions  Statutory or 
Discretionary 
Leave 

Paid / Unpaid  Further information 

Trade Union Duties  Employees who are elected union representatives of 
an independent trade union recognised by their 
employer for collective bargaining purposes are 
entitled to reasonable time off during working hours to 
carry out certain trade union duties.  
 
Duties are tasks undertaken by union representatives 
on behalf of the members, for example negotiating 
with the employer or organising elections.  
 
These duties must be on behalf of employees of the 
employer to be covered by the statutory right to paid 
time off. 

Statutory entitlement 
to “reasonable” time 
off to carry out trade 
union duties.  
 
When considering 
what is reasonable, 
employers need to 
balance the right 
that the union 
representatives have 
to conduct their 
duties with the need 
for the efficient 
running of the 
school. 

Statutory – paid  See ACAS Code of 
Practice - Time off for 
trade union duties and 
activities 

Trade Union 
Activities  

Employees who are members of an independent trade 
union recognised by the employer in respect of that 
description of employee are to be permitted 
reasonable time off during working hours to take part 
in any trade union activities.  
 
Activities include (but are not limited to) actions taken 
by members in relation to their union, for example 
voting in elections, meeting with union representatives 
and attending workplace meetings. 

Statutory – 
“reasonable” time off 
to carry out their 
activities according 
to the agreements 
reached between 
the employer and 
the appropriate trade 
union.  

There is no statutory 
right to payment for 
time off to carry out 
trade union activities.  
  
Any payment for time 
off to carry out Trade 
Union activities is at the 
discretion of the 
employer. 

See ACAS Code of 
Practice - Time off for 
trade union duties and 
activities 
Any Trust/Unions 
Agreement  
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Type of Absence Details of leave provisions  Statutory or 
Discretionary 
Leave 

Paid / Unpaid  Further information 

Trade Union 
Learning 
Representatives   

Employees who are members of an independent trade 
union recognised by the employer can take 
reasonable time off to undertake the duties of a Union 
Learning representative, provided that the union has 
given the employer notice in writing that the employee 
is a learning representative of the trade union and the 
training condition is met. 
 
Union members are also entitled to reasonable time 
off for accessing the services of union learning 
representatives. 

Statutory – 
“reasonable” time off 
to carry out their 
duties/undergo 
training relevant to 
their functions as a 
Union Learning 
Representative. 

Statutory – paid  See ACAS Code of 
Practice - Time off for 
trade union duties and 
activities 
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Appendix 4 Table of training related leave 
 

Type of Absence Details of leave provisions  Statutory or 
Discretionary 
Leave 

Paid / Unpaid  Further information 

Time off to Train 
 
 

All employees who have worked for their employer for 
at least 26 weeks and whose employer has 250 
employees or more (this right therefore applies to 
employees at Community and Voluntary Controlled 
schools where the employer is the Local Authority) 
have the right to request time off to undertake training 
which they believe will improve their effectiveness in 
their role and overall performance of the 
school/academy.  
 
Only one request may be made in any 12 month 
period. 
 

Discretionary - 
depends on the 
course requirements 
and operational 
needs of the school 

Pay is discretionary – 
depends on the course 
and its benefits to the 
individual and the 
school 

See time off to train 
information  
 

Study Leave and 
Examinations  

Leave may be requested for periods of study to 
prepare for examinations. The employee must notify 
the Headteacher /Principal as soon as possible of 
dates and reasons for leave. 
 
 

Time off to study for 
exams is 
discretionary 

Pay is discretionary   
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Appendix 5 Table of other leave 

Type of Absence Details f leave provisions  Statutory or 
Discretionary 
Leave 

Paid / Unpaid  Further information 

Examination Board 
duties (release of 
teachers)  
 

Request from teachers for leave of absence to carry 
out duties/activities connected with Examining 
Groups/Boards will be considered on a discretionary 
basis 
 

Discretionary  Pay is discretionary Burgundy Book 
Appendix ii 

Holiday (requests 
during term time)  

Requests from employees working less than 52.14 
weeks for time off to go on holiday in term time will not 
normally be granted. 
 
 
For employees who work 52.14 weeks all requests for 
annual leave should be made in line with school 
procedure and appropriate notice must be given.  

Discretionary Discretionary 
 
 
 
 
Contractual paid leave 
 

All staff are entitled to 
paid annual leave.  For 
those employees 
working less than 52.14 
weeks annual leave is 
deemed to be taken 
during the closure 
periods and for 52.14 
week support staff it is 
normally expected that 
holiday will be taken 
during closure periods. 
 

Job-seeking and 
retraining in a 
redundancy 
situation  

An employee who is under notice of redundancy (and 
who has been continuously employed for 2 years by 
the date their notice period ends) can request 
reasonable time off with pay to look for another job or 
to arrange training. 
 
 
 
 
 
N.B The Redundancy Policy gives the right to 
reasonable time off for interviews to staff at risk of 
redundancy 
 

Statutory – 
reasonable time  
 
 
 
 
 
 
 
Contractual (if 
adopted model 
redundancy policy) 

Statutory – paid (n.b 
regardless of how much 
time off an employee 
takes for job hunting in 
any week, employers 
are only required to pay 
up to 40% of that 
week’s pay.) 
 
 
Discretionary 
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Type of Absence Details of leave provisions  Statutory or 
Discretionary 
Leave 

Paid / Unpaid  Further information 

Interviews  
 

If an employee not at risk of redundancy requests time 
off to attend an interview, this will be considered on a 
discretionary basis. 
 

Time off is 
discretionary 

Pay is discretionary  

Moving house Employees should make all efforts to move house 
outside of their normal working hours.  Where this is 
not possible or where an employee is moving to take 
up his/her post at the school/academy, sympathetic 
consideration will be given to considering a leave of 
absence request. 

Time off is 
discretionary 

Pay is discretionary  

Religious 
observance 

The employer recognises the importance of religious 
observance and will attempt to accommodate the 
needs of the employee, including for example, time 
away from work during the day for prayer or to 
accommodate periods of fasting. 
 
Employees whose religious duties are not covered by 
weekends or the current statutory bank holidays may 
request time off for religious festivals.  

Time off is 
discretionary 

Pay is discretionary  

Weather – severe 
conditions 

Where severe weather conditions prevail, employees 
are expected to make every effort to attend work, 
using alternative modes of transport where necessary.   
 
Where an employee, arrives at work late and/or has to 
leave work early as a result of the conditions, this will 
normally be treated as a normal full working day 
(unless otherwise notified).  
 
Employees who are genuinely unable to attend work 
should wherever possible and with the agreement of 
the Headteacher /Principal work from home or request 
leave of absence which will be considered on a 
discretionary basis. 

Time off is 
discretionary 

Pay is discretionary  



[Insert school name] 
 

LEAVE OF ABSENCE REQUEST FORM 
 

 

LEAVE OF ABSENCE REQUEST  
 

I wish to apply for leave of absence WITH/WITHOUT (delete as appropriate) payment of salary. 
 
Date(s) of leave requested: From………………….…To……………..……….. 
 
Number of working days: …………………………………………………………………………… 
 
Time:  From………………..…… To……………..………… (if less than one day)  
 

Reason: 
 

Please give details.  If requesting time off for a routine appointment, please explain why this could not 
be arranged outside working hours.   
……………………………………………................................................................................................... 

 

………………………………………………………………………………………………………………….… 
 

……………………………………………………………………………………………………………………. 
 

……………………………………………………………………………………………………………………. 
 

Pension Scheme members only  

If you take authorised unpaid leave, this will affect your pension.  An information sheet and details of how to 
make up any lost pension are available from the school office. You are responsible for obtaining this 
information and for making any arrangements. 

 

 
 

Signed:…………………………………………..Date:……………………………….. 

Name  

Position  

Department  

DECISION BY LINE MANAGER 
 

APPROVED NOT APPROVED WITH PAY WITHOUT PAY 

 
Reason for decision: ………………………………………………………………………………………….. 
…………………………………………………………………………………………………………………… 
…………………………………………………………………………………………………………………… 
…………………………………………………………………………………………………………..……….. 
Signed:………………………………………………...Date:……………………………. 

SIGNED BY HEADTEACHER 
 

 

 
Return to employee                                                Date:…………………………….. 

Appeal 
You have the right to appeal if your request for leave has been refused and/or paid leave has been refused.  You 
should submit any appeal in writing, indicating the grounds for the appeal, within 5 (working) days of receipt of 
this decision to the Chair of the Local Governing Body. 



 


	Agenda Item 9 FBA Admissions Policy 2023 updated Music Apt Oct 2021
	Agenda Item 9 FBA Critical Incident and Lockdown Plan Oct 2021
	Agenda Item 9 FBA Emergency Planning for Children's Services  Oct 2021
	Agenda Item 9 FBA Exams Policy 2021-2022  
	Agenda Item 9 LIFE Discipline and Dismissal Procedure Ratified Sept 2021
	Agenda Item 9 LIFE Leave of Absence Policy ratified Sept 2021

