
 
The Governors welcome applications for places for children whose parents wish them to be educated at Benhurst 
Primary School. Where the number of applications for admission is greater that the published admission number, 
applications will be considered against the criteria set out below. After the admission of pupils with Education Health 
and Care Plans where Benhurst is the named school, the oversubscription criteria will be applied in the order in which 
they are set out below.  
 
Definitions 
 
Sibling 
A brother or sister (that is, another child of the same parents, whether living at the same address or not), or half-
brother or sister or a step-brother or sister or an adoptive or foster sibling, living as part of the same family unit at 
the same home address.  
 
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.  
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Policy and number for entry into Year R 
Benhurst Primary School provides a 4 to 11 education. Children will be admitted at age 4 without reference to 
aptitude or ability. The number of intended admissions for the year commencing the 1 September 2022 will be 60. 
 
Applying for a Place- Cohort Applications  
You must make an application to the Local Authority for your child to attend Benhurst Primary School. The Governors 
recommend that parents/carers read the current Havering Co-ordinated Admissions Arrangements, available to 
download from the Infant/Primary section of the Havering website www.havering.gov.uk/admissions before 
completing any application.  
 
Oversubscription for entry in Year R 
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. 
 

1) 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. 

2) Children of staff at the school. 
3) Siblings on roll in September 2021. 
4) Children living nearest the school as measured by the agreed local authority measuring system.   

 
Home Address 
The home address excludes any business, relatives or childminder’s address and must be the child’s normal place of 
residence. Where the child is subject to a child arrangement 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. 
 
Benhurst Primary School 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 the school 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. 

 
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).  
 
 
 



 
Waiting Lists:   
These are 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.  
 
 
In Year Admissions  
For all In Year Admissions, please read the Havering “Finding a School Place” booklet, which is available to download 
from: www.havering.gov.uk/admissions  
 
All parents must complete an In Year Common Application Form (ICAF) application, which is available to download 
from: www.havering.gov.uk/admissions/ICAF. 
  
 
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 siblings will be admitted over PAN. 
 
 
Deferred entry for infants 
In recognition that some parents will feel that their child is not ready to start school in the September after their 
child turns four, parents can request that their child attends part time until they reach statutory school age or that 
the date their child is admitted to school is deferred until later in the same academic year, but not beyond the start 
of the summer term of the academic year for which a place has been offered. In addition, parents of summer born 
children (those born between 1 April and 31 August) can request for their child to be admitted to reception a year 
later outside of their chronological year group, thereby starting school only once they reach statutory school age. 
This does not apply to children born in the autumn and spring as these children must legally be in school full time in 
the term after they turn five years old (Further information is provided below). 
 
 
 



 
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 Benhurst Primary 
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 Benhurst Primary 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. 
 
 
Appeals 
All applicants refused a place have a right of appeal to an independent appeal panel constituted and operated in 
accordance with the School Admission Appeals Code. 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 each school’s website. 
 
 
Admissions Advice 
If, after having read the following documents, you have any queries about applying for a place at Benhurst Primary 
School, please contact Mrs Bastin 01708 450807 or via e mail at: office@benhurst.havering.sch.uk or at the main 
school office.  
 
The London Borough of Havering Admissions team can be contacted at schooladmissions@havering.gov.uk or on 01708 
434600 or by post to Admissions Team c/o Town Hall, Main Road, Romford, Essex RM1 3BD.  
 
Please pay particular attention to the various deadlines detailed throughout the documents.   



 
Introduction 
Regular and punctual school attendance is important. Pupils need to attend school regularly if they are to take full 
advantage of the educational opportunities available to them by law. Benhurst Primary School fully recognises its 
responsibilities to ensure pupils are in school and on time, therefore having access to learning for the maximum 
number of days and hours. 
  
Our policy applies to all children registered at this school and this policy is made available to all parents/carers of 
pupils who are registered at our school. 
  
This policy has been written to adhere to the relevant Children Acts, Education Acts, Regulations and Guidance 
from the Department for Education in addition to guidance from the Local Authority. 
  
Although parents/carers have the legal responsibility for ensuring their child’s good attendance, the Head 
teacher and Governors at our school work together with other professionals and agencies to ensure that all pupils 
are encouraged and supported to develop good attendance habits. Procedures in this policy are followed to ensure 
this happens. 
  
Children who are persistently late or absent soon fall behind with their learning. Children who are absent from 
school frequently develop large gaps in their learning which will impact on their progress and their ability to meet 
age related learning expectations. A child whose attendance drops to 90% each year will, over their time at 
primary school, have missed two whole terms of learning. 
  
Aims and Objectives 
This attendance policy ensures that all staff and governors in our school are fully aware of and clear about the 
actions necessary to promote good attendance. 
  
Through this Policy we aim to: 

 Improve pupils’ achievement by ensuring high levels of attendance and punctuality. 
 Achieve a minimum of 96% attendance for all children, apart from those with chronic health issues (this is 

in line with Havering’s expectation for excellent attendance). 
 Create an ethos in which good attendance and punctuality are recognised as the norm and valued by the 

school. 
 Raise awareness of parents, carers and pupils of the importance of uninterrupted attendance and 

punctuality at every stage of a child’s education. 
 Ensure that our policy applies to Reception aged children in order to promote good habits at an early age. 
 Work in partnership with pupils, parents, staff and the Borough’s Attendance & Behaviour Service so that 

all pupils realise their potential, unhindered by unnecessary absence. 
 Promote a positive and welcoming atmosphere in which pupils feel safe, secure, and valued, and encourage 

in pupils a sense of their own responsibility. 
 Establish a pattern of monitoring attendance and ensure consistency in recognising achievement and 

dealing with difficulties. 
 Recognise the key role of all staff, but especially class teachers, in promoting good attendance. 
 We maintain and promote good attendance and punctuality through: 
 Raising awareness of attendance and punctuality issues among all staff, parents and pupils. 
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 Ensuring that parents have an understanding of the responsibility placed on them for making sure their 
child attends regularly and punctually. 

 Equipping children with the life skills needed to take responsibility for good school attendance and 
punctuality appropriate to the child’s age and development. 

 Maintaining effective means of communication with parents, pupils, staff and governors on school 
attendance matters. 

 Developing and implementing procedures for identifying, reporting and reviewing cases of poor attendance 
and persistent lateness. 

 Supporting pupils who have been experiencing any difficulties at home or at school which are preventing 
good attendance. 

 Developing and implementing procedures to follow up non-attendance at school. 
 Informing all parents whose children’s attendance falls below 93% for any reason. 

  
Definitions 
Authorised absence 
An absence is classified as authorised when a child has been away from school for a legitimate reason and the 
school has received notification from a parent or carer.  For example, if a child has been unwell and the parent 
provides written confirmation of the reason for absence on the child's return to school. 
 
Only the school can make an absence authorised.  Parents do not have this authority. Consequently, not all 
absences supported by parents will be classified as authorised.  
 
Unauthorised absence 
If a parent has provided no reason for absence, that absence will automatically be recorded as unauthorised by 
the school until the parent provides a reason that the school is prepared to authorise. 
 
Procedures 
Our school will undertake to follow the following procedures to support good attendance: 

 To maintain appropriate registration processes. 
 To maintain appropriate attendance data. 
 To communicate clearly the attendance procedures and expectations to all staff, governors, parents and 

pupils. 
 To have consistent and systematic daily records which give detail of any absence and lateness. 
 To follow up absences and persistent lateness if parents/carers have not communicated with the school. 
 To inform parents/carers what constitutes authorised and unauthorised absence. 
 To strongly discourage unnecessary absence through holidays taken during term time. 
 To work with parents to improve individual pupil’s attendance and punctuality. 
 To refer to the Borough’s Attendance & Behaviour Service any child whose attendance causes concern and 

where parents/carers have not responded to school initiatives to improve. 
 To report attendance statistics to LIFE Education Trust, Havering LA and the DfE where requested. 
 Staff must raise any attendance or punctuality concerns with a member of the Senior Leadership Team. 

  
Responsibilities 
All members of school staff have a responsibility for identifying trends in attendance and punctuality. The 
following includes a more specific list of the kinds of responsibilities which individuals might have. 
 
Class teacher 
Class teachers are responsible for: 

 Informing the office if a parent has verbally informed a teacher of a reason for absence at the classroom 
door on the day of absence. This should be done immediately to ensure the school does not make an 
absence call.   

 Keeping an overview of class and individual attendance looking particularly for either poor overall 
attendance, anomalies in patterns of attendance and/or unusual explanations for attendance offered by 
children and their parents/carers. 

 Informing the Senior Leadership Team where there are concerns and acting upon them. 



 Providing background information to support referrals. 
 Monitoring follow-up once actions have been taken to correct attendance concerns. 
 Emphasising with their class the importance of good attendance and promptness. 
 Following up absences with immediate requests for explanation which should be provided in writing. 
 Discussing attendance issues at consultation evenings where necessary. 

  
Head teacher 
The Head teacher is responsible for: 

 Overall monitoring of school attendance. 
 Trends in authorised and unauthorised absence. 
 Contacting families where concerns are raised about absence including arranging meetings to discuss 

attendance issues. This can also be deployed to the Attendance Officer or class teachers.  
 Monitoring individual attendance where concerns have been raised. 
 Making referrals to the Borough’s Attendance & Behaviour Department. This department monitors the 

attendance of all children whose attendance is below 95% for any reason.   
 Providing reports and background information to inform discussion with the School’s Attendance Office 

and the Borough’s Attendance & Behaviour Office. 
 Liaising with other professionals to determine potential sources of difficulties and reasons for absence. 

  
Administration staff 
Staff in the School Office are responsible for: 

 Collating and recording registration and attendance information. 
 Taking and recording messages from parents regarding absence. 
 Ensuring the Absence/Lateness is recorded on SIMS and Inventry 
 Contacting parents of absent children where no contact has been made. 
 Recording details of children who arrive late or go home before the end of school. 
 In conjunction with the Borough’s Attendance & Behaviour Office, staff keep an overview of class and 

individual attendance looking particularly for either poor overall attendance, anomalies in patterns of 
attendance and/ or unusual explanations for attendance offered by children and their parents/ carers 
and reporting concerns to the Head teacher.  

 Sending out standard letters regarding attendance. 
  
Parents 
Parents/Carers are responsible for: 

 Ensuring that their child attends school regularly and punctually unless prevented from doing so by illness 
or attendance at a medical appointment. 

 Contacting the school office on the first morning of absence. 
 Informing the school in advance of medical appointments in school time. For the absence to be recorded 

as a medical absence we do require evidence from the doctor or dentist. (Appointment card/letter) 
 Making requests for part or all of a school day in term time. These must be only if absolutely necessary 

and are not automatically authorised.  
 Talking to the school as soon as possible about any child’s reluctance to come to school so that problems 

can be quickly identified and dealt with. 
Registration 
All the school doors open at 8.50am until 9-00am. This time is sufficient for all pupils to come into their 
classroom. 
  
Each class teacher has the responsibility for keeping an accurate record of attendance. Any pupil who is absent 
must be recorded at the beginning of the morning and afternoon sessions. The attendance register must be 
completed by the class teacher by 9.00am and 12.45pm (KS1) and by 1.45pm (KS2). These registers are then 
reviewed in the office to enter the correct absence code. 
  
All attendance records are documented using SIMs software, which is supported by the Local Authority. 
Attendance registers are legal documents and must be kept secure and preserved for a period of three years 
after the date they were last used. 



Lateness 
Once the classroom doors are closed at 9-00am the only way to get into school is via the school office. Any pupil 
who comes into school this way from 9.00am will be marked as late in the attendance record. Records are kept of 
those pupils who are late, this is documented on the electronic register for each pupil. Any child who arrives for 
school later than 9.30am will be marked as having an unauthorised lateness for the morning which counts against a 
child’s attendance. 
  
Children who have attended a dentist or doctor’s appointment and subsequently come to school later than 9.05am 
will have the absence recorded as a medical absence. This must be accompanied by an appointment card, letter or 
text from the establishment. 
  
Children who are persistently late miss a significant amount of learning, often the most important aspect, as the 
beginning of the day is where the teacher explains the learning and what each child is expected to achieve. 
  
Where there have been persistent incidents of lateness, parents/carers will receive a letter advising them of the 
concerns and the school will provide opportunities for parents/carers to seek support and advice to address 
these issues. 
  
Absences 
Sickness Absence 
If your child is unable to attend school due to illness, please telephone the school as early in the morning as 
possible on the first day of absence and leave a message on the school answerphone. An electronic message can 
also be left via the website. This is especially important because, if a child is absent from school, we need to be 
satisfied that the parent is aware and the child is not intended to be at school.  
 
If your child is absent due to illness for an episode that lasts for more than one day, it is not necessary to call 
the school every day, but on the child’s return to school the absence should be supported by a note from 
parents/carers. 
 
We ask, if your child’s absence due to illness lasts for longer than one week, that you ring us after the first week 
to update us on their condition. 
 
We also ask, if your child has suffered from an episode of vomiting and/or diarrhoea, that you allow between 24-
48 hours after the last instance of vomiting or diarrhoea before they return to school. This is to prevent 
infection and we would ask parents to work within the spirit of this recommendation. 
 
The Local Authority’s Borough’s Attendance & Behaviour Office monitors attendance, on a regular basis, and is 
informed of any pupil who is absent for 95% or less of school term time and may require to see 
parent’s/guardian’s notes.  It is also a requirement that we write to parents to inform them if their child’s 
attendance has fallen below 93% for whatever reason. 
 
First Day Contact 
Where a child is absent from school and we have not received any verbal or written communication from the 
parent, then we initiate a first day contact process. Office staff check all of the registers from 9.00am to 
10.00am on a daily basis, to identify those pupils who are absent. If we are unaware why the child is absent, we 
will contact the parent first, followed by any other contact on the child’s data record (if we are unable to contact 
a parent) to check the reasons for the child’s absence. Please refer to Appendix 1 (Havering Guidance for First 
Day Calling). 
  
Illness 
When children have an illness that means they will be away from school long term, the school will do all it can to 
send material home, so that they can keep up with their school work. 
  
If the absence is likely to continue for an extended period, or be a repetitive absence, the school will contact the 
support services to see if arrangements can be made for the child to be given some home tuition outside school. 



  
Where over the course of their school life, a child has repeated periods of illness, the Borough’s Attendance & 
Behaviour Office may write to parents to ask them to provide medical evidence for each future period of illness 
related absence. The Borough’s Attendance & Behaviour Office can provide the appropriate forms. In addition, 
we may seek written permission from you for the School to make their own enquiries. 
 
Holiday/Family Occasions 
Amendments to the 2006 regulations in the Education (Pupil Registration) (England) (Amendment) Regulations 
2013 make clear that Head Teachers may not grant leave of absence during term time unless there are 
exceptional circumstances.   
 
From September 2013, absence for family holiday will not be authorised and is likely to be subject to a penalty 
notice (fine). 
 
Requests for absence during term time should be supported by the appropriate form completed by the 
pupil’s parent/guardian.  The form can be obtained from the school office or website.  If the request for 
absence is made via a letter from a parent, or a verbal request, a form must still be completed at least 14 
days before the expected period of absence. 
 
Duly completed forms will be forwarded to the office for the Head Teacher to address the request.  Shortly 
afterwards, the Head Teacher will inform you of his decision by letter. 
 
Where absences occur directly before or after a holiday request (whether authorised or not) or before or after 
a school holiday, they will be marked as unauthorised unless we receive medical evidence to support the absence. 
The medical evidence is required within seven school days of the absence.  
 
Request for Leave of Absence to Take Part in Stage/Television Productions/Photoshoots 
A form for this purpose can be obtained from the school office or website.   
 
All requests are at the discretion of the Head teacher who will take into account a range of factors (e.g. 
academic performance, homework, attendance).  
 

 If absence is below 90% for any reason at the date of this request, permission will not be granted. 
 In Year 1, absence is not granted in June as the children work towards the Phonics Screening tests.  
 In Year 2, absence is not granted in March, April or May as the children work towards their SATs tests. 
 In Year 6, absence is not granted in March, April, May or June as the children work towards their SATs 

tests, attend the residential and prepare for their secondary school. 
 
 
Medical/Dental Appointments 
If your child has a medical or dental appointment to attend, this should be notified to the child’s class teacher in 
writing before the day of the appointment and supported by a copy of the appropriate appointment letter/card. 
 



Appendix 1 
 

 
 

 
Guidance – First Day Calling 

 
The process is easy, but it requires a consistent diligent approach. 
 

1. Get registers in promptly 
2. Listen to absence calls, read absence emails (or however you get messages in) 
3. Bring together registers, ‘lates’ register, absence calls, any other information you might have about the 

absence of a child – produce the list of children absent with no explanation 
4. (Maybe consider a double check in school before you start calling) 
5. Start first day calling for children absent without explanation, call everyone on the contact list until you 

get an answer. Leave messages if there is a voicemail option. If you have text message systems use 
them – but don’t leave it at that. 
You might get an overseas ring tone – is the family taking a holiday they haven’t told you about. 
Once you make contact, stop this ‘first day calling’ process. 
Continue to manage the unauthorised absence, using your attendance processes. 

6. Call the contact list at least twice. 
7. By this stage, if you have a good contact list (4 numbers minimum) you probably have a reply. 
8. If no reply at all, from anyone on the contact list for the child 

 - Does the child have additional agency support, such as a social worker, contact them. 
 - Do you have any in school intelligence, does anyone know the family. 
No explanation from a supportive family is very worrying – so don’t just concentrate on children who 
you already know to be vulnerable. 

9. Make a prompt home visit. 
10. If you cannot get an answer refer immediately to children’s services / MASH / Police – request a welfare 

call.  

Tell your parents about this process. 
 
 
 



 
 
 
At Benhurst Primary School we expect every child to demonstrate high standards of behaviour at all times to ensure 
that: 

 Every child has the right to feel safe and secure at school and have the opportunity to enjoy learning without 
distraction from others. 

 Every teacher and adult to be able to teach w without obstruction and to work in a mutually respectful and 
professional environment.  

 Every parent/carer know that their child is safe, treated fairly and will be supported to develop the skills to 
enable them to engage positively in our school community 

 
 
Aims 

 To ensure all members of the school community can learn and work together in a safe, happy and secure 
environment. 

 To provide a high standard of education through effective teaching and learning for all pupils to succeed 
within a broad and balanced curriculum. 

 To provide equal opportunity for everyone at our school regardless of race, class, gender, sexuality, special 
educational need, religion, culture or ability. 

 To encourage and develop independent thinking, life-long learning, self-esteem and confidence, alongside 
respect and support for others.  

 To provide a safe, caring, happy and stimulating atmosphere driven by our Core Values and Golden Rules. 
 To encourage an educational partnership between children, staff, parents/carers and governors and to 

promote links with the wider community. 
 To develop the role and understanding of staff and pupils of self-responsibility as well as the confidence to 

recognise behaviours which are not acceptable and to challenge them e.g. their role as a bystander. 
 To create a school ethos that encourages children to disclose bullying incidents.  
 To raise awareness in the school community of what bullying is and that bullying is unacceptable behaviour.  
 To support those who are affected by bullying behaviour and for those involved in bullying behaviour. 

 
 
 
 
Staff Responsibilities  
Staff ensure positive learning behaviour through:  
 
Implementation of best practice in learning and teaching:  

 Quality first teaching (inclusive, fun & inspiring) ensuring that every child can succeed in every lesson 
 Feedback and marking which provides achievable targets that encourage positive learning attitudes a 
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By building positive relationships:  
 Rewards – e.g. actively noticing good behaviour, moving up the traffic light, team points, sunshine badge, 

sticker in sticker book and positive messages to parents.  
 Good relationships with parents by being available at the start & end of the day, taking concerns seriously 

and by informing them of good behaviour and learning success as well as behaviour which is a concern.  
 Remembering a teacher’s own role in the behaviour of a class & being mindful of reasons that may be linked to 

certain behaviour e.g. through inappropriate activity, lack of challenge, breaks in routine etc. 
 Balance of reward & sanction – not punishing a whole class for the actions of individuals and knowing that 

sometimes telling off is enough.  
 Knowing the children as individuals. This means where they are in their learning, how they learn, what sort of 

people they are, and the best way to support them encouraging confidence, self-esteem and positive 
relationships with other children and adults.  

 By recording significant contact with parents and carers using the agreed school record keeping systems. 

By modelling and teaching learning behaviours:  
 Helping children become independent and active learners, by listening and acting on their knowledge and 

understanding, encouraging them to think for themselves, develop their own opinions, and to organise their 
own time and resources effectively, with support from the teacher.  

 By ensuring a child is calm before discussing any negative behaviours knowing that an agitated or angry child 
will not listen until they are calm.  

 Knowing that humour can be an extremely powerful behaviour management tool.   
 Adults giving explicit direction and being clear with reasons for actions and consequences for actions e.g. ‘I 

have moved you because you were disturbing other children and if you continue to talk I will sit you on your 
own’.  

 By not engaging children in extended discussion about incidents but simplifying them in relation to school 
expectations e.g. ‘You kicked someone and even though you were provoked it is still unacceptable’.  

 To clearly set the expectation that respect means pupils not raising their voice at you or answering back.   
 By utilising a variety of positive redirection. 
 Using role play/drama and circle time to help children develop strategies to deal with situations and giving 

the child strategies to deal with a situation if it should arise again.  
 By taking pupil concerns seriously and applying the schools policy on bullying fairly and with an awareness that 

bullying occurs in every school and is a hindrance to a positive learning climate for both pupils and adults. By 
ensuring consistency of expectation from all stakeholders  

 Referring to school Golden Rules displayed around the school.  
 All adults being proactive in ensuring that children from Reception to Year 6 are expected to enter and leave 

assembly and to walk around the school quietly in single file with hands by their sides to avoid touching 
others.  

 Ensuring that when a sanction is used it is fair and appropriate for the action.  
 Negotiating class rules with the children at the beginning of a school year and displaying these in the 

classroom.  
 Actively discouraging children from leaving the classroom to use the toilet during lesson times and use 

escorts for the least trustworthy to ensure learning time is maximised.  
 By listening but being clear that your decision is final regardless of whether it is perceived as right or wrong.  
 By supporting the school policy of ensuring that children who are old enough to go home without an adult at 

the end of the school day, do so immediately with due respect for our local neighbours and community. 
Upholding our school values and positively representing our school whilst in our community. 

 
 
 
 



The Parents’/Carers’ Responsibilities  
For pupils to achieve to their full potential it is essential that there are links and clear communications between home 
and school. Central to this is the understanding that teachers, parents and carers all want their children to succeed 
and be safe and happy within school.  Parents can support their child to adhere to the expectations of the school 
community by:  

 Explaining to your child what school is a place for learning where they will be living with other people and that 
means sharing – books, equipment, adult attention and co-operating with others.  

 Helping your child with their learning: This means showing an interest in what your child has done at school, 
sharing reading books, ensuring homework is completed, looking after and returning borrowed books or 
resources and attending parents’ meetings and open evenings to discuss your child’s progress with the class 
teacher.  

 Supporting the school: Any worries or concerns should be shared first with the class teacher. It is not always 
appropriate to voice your concerns in front of your child or other children in a public place. Make an 
appointment. We are always willing to listen and come to a shared understanding.  

 Acting on messages from the school: This may mean praising your child at home for actions at school or 
discussion and sanctions at home to support those imposed at school as well as understanding that 
undermining your child’s teacher in front of your child will create further situations that may be very 
difficult to repair.  

 Understanding that the school can act to prevent and stop bullying. Bullying takes many different forms and 
the school will always take a balanced view and listen to all sides of a story before acting.  

 By not attempting to deal with issues yourself through conversations with children or other parents in the 
playground. 

 Understanding that children also learn from watching the behaviour and actions of their parents and siblings: 
If the parent / carer criticises the school or acts in an antisocial way, the child will do the same, and this will 
affect his/her learning. Parents / carers who do not co-operate reasonably with school staff or who become 
abusive will be asked to leave the school premises and will not be allowed back until the situation has been 
resolved.  

 Sending your child to school on time. Every day. If they are not well enough to come make sure that they 
returns at the earliest opportunity.  

 Sending your child to school ready to learn: Children to need concentrate to learn, and therefore need to be 
fit and well, to have had enough sleep, to have eaten, and to be suitably dressed.  

 By actively supporting the school policy of ensuring that children who are old enough to go home without an 
adult at the end of the school day, do so immediately with due respect for our local neighbours and 
community. Upholding our school values and positively representing our school whilst in our community.  

 Communicating with the school any special medical needs: Or any special circumstances at home that may 
affect your child’s learning.  

 
The Child’s Responsibilities  
The Golden Rules of Benhurst Primary School are displayed throughout the school. These rules are regularly 
explained and discussed with children. The core expectation of behaviours we require from children at in and out of 
the classroom are: 
 

 Treat others with respect 
 Keep your hands and feet to yourself 
 Always speak and listen appropriately 
 Use school equipment correctly 
 Always do your best because ‘Only my best is good enough for me’ 

 
 
 



Benhurst Primary School’s Core Values 

For our school to maximise its true potential and continue to flourish, all members of the school community must 
share a common set of beliefs and values. At Benhurst, we have defined the Core Values which underpin our thoughts 
and actions. 

Wisdom - At Benhurst, we make good choices. We wait for negative emotions like anger, fear or resentment to pass 
before taking action, wherever we are. We consider the thoughts of others as well as our own. We approach each day 
with an open mind and a readiness to learn. 

Justice - At Benhurst, we treat others as we would like to be treated. We are truthful and honest in all we do. We 
show self-discipline in the face of our desires and are concerned with the well-being of others. 

Courage -At Benhurst, we are brave when faced with a challenge and persevere when things are tough. We are not 
reckless but willing to take necessary risks when fear, embarrassment or the opinion of others might otherwise 
discourage us from doing what is right and proper. 

Compassion - At Benhurst, we help those who need help, not just our friends. We are forgiving of others who have 
made poor choices and show care and concern for all. We put others before ourselves and show kindness in all we do. 

Belief - At Benhurst, we believe in everyone. We know that hard work and good intentions make a difference. We 
look to the future with positivity and high expectations and work hard to achieve our dreams and ambitions. 

Respect - At Benhurst, we are kind and polite to everyone. We are tolerant of people of all faiths, cultures and 
backgrounds and honour the achievements and qualities of others. 

Responsibility - At Benhurst, we keep our word. We take care of our work, always conduct ourselves responsibly and 
follow the Golden Rules, both in out and of school. We accept our failures and mistakes without excuses and with a 
willingness to improve and persevere. 

 
Rewards 
At Benhurst, the staff promote positive discipline by commending good behaviour and making an example of this. The 
following strategies are used:  
 

 Every Friday one child from each class is nominated by their teacher to receive a Sunshine Badge, which is 
linked to one or more of our Core Values. The badge is presented by the Headteacher during Celebration 
Assembly where the teacher outlines the reasons why they have been selected. 

 Staff reward children with stickers to celebrate and promote good work and good behaviour. Children collect 
their stickers in a sticker book and receive a certificate in Celebration Assembly each time they complete 
their sticker book. 

 Value stickers are to children who have positively exhibited a Core Value. 
 Verbal praise is given to individual children, groups or whole classes whenever appropriate.  
 Certificates are awarded at the end of each term to celebrate children’s academic, sporting or social 

achievements.  
 Team Points are awarded by staff up to a maximum of 2 points at any one time. These may be awarded for 

demonstrating our Core Values at any time whilst at school. Weekly Team Points are collated and the winning 
team is announced during Celebration Assembly. 

 Children, who demonstrate our Core Values consistently, may be given additional responsibilities around the 
school including roles such as our Librarians. 

 Conversations with parents to inform them about their child’s excellent behaviour.  
 
 
 
 



In order to support children who experience difficulty in adopting successful learning behaviours the school uses a 
range of support strategies. The most important aspect of this is to have full parental support in the wider aims and 
ethos of the school in correcting behaviour, which is to the learning detriment of pupils. Other such strategies 
include:  

 A system for logging incidents which allows for an analysis and tracking of issues and the identification of 
pupils at risk of exclusion, as well as any patterns of bullying. 

 Weekly/Daily behaviour reports with individual targets that are monitored by senior members of staff and 
communicated home.  

 Pastoral Support Programmes for children who are identified to be at risk of exclusion including the 
involvement of external.  

 Social skills groups for children who present particular difficulties.  
 Restorative justice meetings for pupils facilitated by a member of school staff.  
 Re-integration meetings with pupils returning from exclusion.  
 Organised/’Zoned’ playground activities with adult led and supervised team games as well as resourced quiet 

areas.  
 Alternative play opportunities at lunchtime for children who find the long period difficult.  
 Engaging with outside agencies for support. 

 
Whole School Behaviour Tool – The Traffic Light System 
In each classroom the children’s names are displayed on a ‘traffic light’. The colours on the traffic light start with 
red at the bottom, and move up to amber, green, silver and then gold.  The children’s names begin on the green 
section each morning and their names are moved up or down according to their behaviour throughout the day (see 
possible examples of each behaviour outlined below). If a child’s name reaches gold or remains on red at the end of 
the day, a conversation with the parent will take place by the class teacher. SLT are informed where necessary. 
 
  Continued Silver behaviour

Heartfelt acts of kindness 
Fantastic learning including homework 
Amazing learning behaviours 

 

 

 
  Showing resilience in learning 

Consistently demonstrating Core Values 
Continued Green behaviour 
Consistently following instructions 

 

 

 
  Demonstrating good learning behaviours

Following Golden Rules/Class Rules 
Completing work set by an adult 
Demonstrating Core Values 

 

 

 
  Getting out of seat / moving around classroom

Calling out                          
Running in the school building 
Not putting hand up to talk  
Interrupting other pupils 
Ignoring minor instructions  
Silly noises/minor annoyances  
Pushing in the line  
Talking during silent work 
Not following Golden Rules/Class Rules 
Minor playground Incidents 

 

Eating sweets in school 
Refusal to work/unacceptable output 
Deliberate disruption 
Accidental damage through carelessness 
Cheek, off hand comments 
Minor challenge to authority 
Minor, non-directed swearing  
Spitting  
Repeatedly annoying other children  

 

 
   Repeated amber behaviour  

 Deliberately throwing small objects with 
 



intention of harming or breaking them. 
 Harming someone with intent  
 Damage to school/pupil property  
 Leaving class without permission  
 Repeated refusal to do set tasks  
 Deliberate rudeness to adults  
 Harmful/offensive name calling/directed 

swearing at another child or adult  
 Bullying (including cyber bullying)  
 Playground incident (targeted harm) 
 Inappropriate use of school equipment  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Sanctions  
 
The sanctions ladder (Appendix A) outlines a hierarchy of sanctions and record keeping to guide teachers in 
consistency of approach across the school. Staff members have the right to confiscate items such as jewellery, 
mobile phones, toys and sweets and keep them in a safe place until the end of the day/week/school term/until 
collected by a parent or carer. The wearing of inappropriate clothing or shoes as outlined in the school dress codes 
will result in contact with the parent/carer to change into full uniform unless previous arrangements have been made. 
Repeated uniform violations will require the involvement of a senior member of staff.  
 
Repeated absence or lateness as recorded by school systems will trigger interventions by a senior member of staff 
and Educational Welfare Officer (see the attendance policy).  
 
All staff has an active responsibility to intervene at any point or any stage where behaviour is deemed to be 
inappropriate. The Headteacher can undertake exclusions. Internal Exclusion requires a pupil to be excluded from all 
contact with classmates during the school day including break times and assemblies and to be supervised by a senior 
member of staff with the parent or carer informed of actions. Fixed Term (external) Exclusion will only be used as a 



serious sanction where other strategies have failed or in response to a breach of discipline that is serious enough to 
put student’s learning opportunities at risk, and/or the health and safety of other pupils or staff.  
 
Behaviour Outside of School  
Benhurst Primary School expect pupils to represent the school positively in the local community and whilst on school 
trips. Our behaviour code applies to off-site trips and visits. For behaviour outside of school but not on school 
business, sanctions will apply if there is a clear link between that behaviour and damage to the reputation of the 
school or maintaining good behaviour and discipline amongst the pupil body as a whole. It is the school policy for 
children who are old enough to go home without an adult at the end of the school day, do so immediately with due 
respect for our local neighbours and community. Upholding our school Core Values and positively representing our 
school whilst in our community.  
 
 
Sexualised Behaviour  
Whilst it is normal for children to exhibit curiosity with regards their own bodies and physical development it is 
essential that clear boundaries are set to protect all children from abuse and to reflect cultural and societal 
expectations. It is appropriate to discuss incidents with the child, suggest alternative games, make a record of event 
and inform designated safeguarding officers (Headteacher/Deputy Headteacher and Assistant Headteachers). If a 
child discloses inappropriate serious sexual behaviour involving other children or adults it is the legal duty of the 
adult to inform the designated child protection teacher immediately. Repeated or serious sexualised behaviour will 
result in a referral to Children’s Social Care/Police Services. 
 
Pupils with Special Educational Needs & Disabilities  
To be fully inclusive the school expects the same standards of safe and respectful conduct from all of its pupils. This 
behaviour policy applies to all pupils who attend the school however, the school acknowledges its duty not to 
discriminate on the basis of special educational need or disability and that it has a duty to make reasonable 
adjustments to ensure that all children are included and receive their education entitlement. For children with 
additional needs who present behavioural challenges the school will additionally seek the support and advice of 
external agencies. Reasonable adjustments may include changes to timetabling, to the received curriculum and the 
provision of resources and scaffolds such as visual timetables and additional adult support.  
 
 
 
 
 
Bullying  
Bullying can happen anywhere, however it prevents equality of opportunity and it is everyone’s responsibility to 
prevent it from happening and to deal with it robustly when it does occur.  
 
What is bullying?  
 
The term ‘bullying’ has changed over time. The Department for Education defines bullying as:  
 

 Repetitive, wilful or persistent behaviour intended to cause harm, although one-off incidents can in some 
cases also be defined as bullying  

 Intentionally harmful behaviour, carried out by an individual or a group  
 An imbalance of power leaving the person bullied feeling defenceless.  

 
The Anti-Bullying Alliance defines bullying as:  
 



 Intentional, repetitive or persistent  
 Hurting of one person by another, where the relationship involves an imbalance of power Bullying can be 

physical, verbal or emotional by a single person or a gang.  
 

There are four main types of bullying. All of these types of bullying can take the form of Homophobic/Racist/Ability 
or gender based bullying:  
Verbal: Verbal bullying is when someone is called names, threatened and made to feel bad Physical: Physical bullying 
is when someone is hit, punched, pushed or have their personal items stolen and any other kind of physical, aggressive 
contact  
Social: Social bullying is when someone is left out of games, deliberately ignored and has bad things spread about 
them and made to feel like an outsider  
Cyber: With the technology age a new type of bullying was born; Cyber Bullying. This type of bullying can be chat 
rooms, online, instant messaging, on a mobile phone or even e-mails  
 
 
 
What can the school do?  
We encourage all children to approach adults when they are upset. Where bullying is suspected teachers will speak to 
all the children involved and try to find out the cause of the issue. This process will often involve discussions about 
what happened and why. Children will be encouraged to understand what has gone wrong, reflect and confront the 
impact of what they have done. All serious reported incidents are recorded which are recorded and regularly 
reviewed. If there are repeated issues involving the same child then the school uses social skills groups, increased 
playground supervision, circle (social and citizenship) times in class, lunchtime clubs (including Reflection Zone) and on 
rare occasions of serious & sustained bullying children can be excluded.  
 
Strategies for Reducing and Eliminating Bullying  
Reasons a pupil may experience bullying may include:   

 Race / Gender / Class/ Sexuality  
 New child in school  
 Child with family crisis  
 Disability or difference of any kind  
 Children who are not assertive (timid), unlikely to fight back, children with few friends, anxious or fearful 

children, younger children and those outside a group.  
 
Reasons for being a bully may include:  

 Experiences of violence  
 Enjoyment of power / creating fear  
 Low self-esteem  
 Copying behaviour seen at home or on television  
 
We firmly believe that prevention is better than cure, so we:  

 Have organised/’zoned’ playground activities with adult led and supervised team games as well as 
resourced quiet areas  

 Use of Resolution Role Models and playground buddies  
 Have a lunchtime time clubs for pupil’s who struggle to cope in the playground.  
 Regular training for staff in behaviour management, including identifying and dealing with bullying  
 A Personal Social, Health & Citizenship Education curriculum which addresses social issues such as 

bullying and an annual anti-bullying week  



 Regular class circle time which is used to address bullying and explore issues of feelings / friendship / 
asking for help when needed  

 Each class has a ‘Worry Monster’ and a Mood Board through which children are provided with a further 
opportunity to report bullying and anxieties.  

 Pupils are regularly reminded of our referral systems for bullying: self-referral (this is when a child is 
directly involved in an incident); peer referral (when a child has witnessed an incident but is not directly 
involved); parent / carer referral (when a parent raises a concern about bullying). We have clear referral 
routes for all pupils.  

 
We actively follow-up all incidents as this is crucial to pupils feeling confident that the school has taken the incident 
seriously and that action will be taken. Advice for Parents / Carers Try to keep a perspective and be calm. As 
children are growing and learning social skills they can fall out and have arguments. This does not always equate to 
bullying and both sides of a story need to be heard before anything can be assumed. Follow the school procedures for 
dealing with incidents and don’t try to deal with them yourself which poses the risk of being accused of bullying 
yourself. Parents who approach other children or parents about issues very often make the situation much worse. 
Don’t give permission for bullying by encouraging children to hit back, or to ‘toughen up’.  
 
Procedure for Dealing with Bullying – See Appendix B 
 
 
Appendix A 
Sanction Ladder 
Level Examples of Behaviour Appropriate Sanction Comments 

1  Calling out  
 Getting out of seat / moving around classroom  
 Running in the school building  
 Not putting hand up to talk  
 Interrupting other pupils 
 Ignoring minor instructions  
 Silly noises/minor annoyances  
 Pushing in the line  
 Talking during silent work 
 Minor playground Incidents 

 Eye contact or tactical ignore 
 Reminders  
 Verbal reprimand  
 Statement of inappropriate behaviour and 

consequences for repeating it  
 Change of seating  
 Use of in class behaviour system (e.g. moving 

to warning)  
 5 minute playground cool down (shadowed by 

Resolution Role Model / Staff)  

 Not recorded  
 No other staff members involved. 
 Peer Mediators /TA on duty deal with 

playground incidents  
 After 3 repetitions within a small time frame 

then move to Stage 2 

2  Repeated Stage 1 behaviour  
 Eating sweets in school 
 Refusal to work/unacceptable output 
 Deliberate disruption 
 Accidental damage through carelessness 
 Cheek, off hand comments 
 Minor challenge to authority 
 Minor, non-directed swearing  
 Spitting  
 Repeatedly annoying other children  
 Playground conflict (not targeted) 
 Being in a building unauthorised 

 Moved down on ‘traffic light’ 
 Separation from the rest of the class within 

classroom  
 Writing a letter of apology during break time 

(with class teacher)  
 5 - 20 minute missed lunchtime to complete 

unfinished work/complete pupil behaviour 
reflection (with year group lead)  

 5 minute playground time out  
 Repair/clean up of damage. 

 Child may be spoken to at the end of the 
lesson (at the teachers’ discretion) 

 Resolution Role Model / staff on duty to deal 
with playground incidents  

 Repeated incidents within a short time frame 
to be reported to Year Group Lead 

3  Repeated Stage 2 Behaviour  
 Deliberately throwing small objects with 

intention of harming or breaking them.  
 Harming someone with intent  
 Damage to school/pupil property  
 Leaving class without permission  
 Repeated refusal to do set tasks  
 Deliberate rudeness to adults  
 Harmful/offensive name calling/directed 

swearing at another child or adult  
 Bullying (including cyber bullying)  
 Playground incident (targeted harm) 
 Inappropriate use of school equipment  

 Moved down on ‘traffic light’ 
 Child may be removed from classroom and 

sent to work in AHT’s classroom. Class 
teacher to inform parents of this. 

 Informal contact with parents (class teacher) 
 Separation from the rest of the class to 

complete work in AHT classroom 
 Lunchtime detention (Resolution Zone) 

including the completion of reflection  
 Behaviour chart (sticker chart) monitored by 

Year Group Lead and shared with parent 
 Withdrawal from school events e.g. trips 

 Incidents recorded on Pupil Asset (kept on 
file) 

 Parental contact recorded on Google Forms 
(kept on file) 

 Reported to DHT repeated incidents 
within a short time frame 

 

4  Repeated Stage 3 Behaviour  
 Repeatedly leaving the classroom without 

 Moved down on ‘traffic light’ 
 Formal telephone call/contact/ letter/ 

Requires immediate involvement of DHT / HT 
 Incidents recorded on Pupil Asset (kept on 



permission  
 Fighting in the classroom 
 Playground incident (repeated intentional 

physical harm)  
 Throwing large dangerous objects  
 Serious challenge to authority  
 Verbal abuse/swearing to any staff or parent  
 Bringing the school into disrepute e.g. on 

public transport, locality. 
 Vandalism/graffiti 
 Stealing 
 Persistent or serious bullying including cyber 

bullying 
 Racist/homophobic incidents 
 Truancy  
 Malicious or inappropriate use of new 

technologies (see also ICT policy)  

meeting with parents by member of SLT. 
 Possible recompense for damaged property 

from parent  
 School ‘community service’ 
 Behaviour chart (sticker chart) monitored by 

Senior member of staff & shared with parent 
 Possible denial of technology access rights 
 Lunchtime detention (Resolution Zone) 

including the completion of reflection  
 Exclusion from site at lunchtimes  
 Internal exclusion up to 3 days  
 Possible fixed term exclusion up to 15 

days/Permanent exclusion 
 Withdrawal from school events e.g. trips 

file) 
 Parental contact recorded on Google Forms 

(kept on file) 
 SENCO to review SEND need  
 Involvement of outside agencies e.g. 

CAMHs  
 Personal Support Plan (PSP) to be put in 

place  
 

5  Repeated Stage 4 Behaviour  
 Extreme danger or violence  
 Very serious challenge to authority 
 Verbal or physical abuse to any staff 
 Running out of school 
 Possession of a weapon considered dangerous 

by an adult at Benhurst Primary School.  
 Possession of illegal drugs or substances 

portrayed or believed to be a danger by an 
adult at Benhurst Primary School 

 Fixed term or permanent exclusion.  Requires immediate involvement of DHT / HT  
 Exclusions reported to LEA and Governing 

Body 
 Parallel Procedures for official out of school 

activities (PRU) 

 
 
 
Appendix B 
 

 
 



 
 
At Benhurst, we are very fortunate to have a supportive and friendly parent body. Our parents recognise that 
educating children is a process that involves partnership between parents, staff and the school community. As a 
partnership, our parents understand the importance of a good working relationship to equip children with the skills 
and knowledge setting them up for the rest of their lives. At Benhurst we welcome and encourage parents/carers to 
participate fully in the life of our school.  
 
The purpose of this policy is to provide a reminder to all parents, carers and visitors to our school about the 
expected conduct to ensure all children at Benhurst flourish, progress and achieve in an atmosphere of mutual 
respect.  
 
Guidance  
As well as following the guidance set out in our Home-School Agreement, we expect parents, carers and visitors to:  

 Respect and uphold the values, golden rules and ethos of our school. 
 Understand the importance of the partnership between school and home. 
 Demonstrate that all members of the school community should be treated with respect.  
 Seek a member of staff to resolve any issues of concern. 
 Avoid using staff as threats to admonish children’s behaviour.  

 
In order to support a peaceful and safe school environment, the school will not tolerate parents, carers and visitors 
exhibiting the following:  

 Using language that could be perceived as aggressive or threatening to any member of our school community  
 Demonstrating aggression or disruptive behaviour within the school community 
 Using social media to share negative comments about the school or any of the pupils/parent/staff (See 

Appendix 1).  
 Approaching someone else’s child in order to discuss any incident.  

 
Should any of the above behaviour occur on school premises, the school may contact the appropriate authorities and 
where necessary issue site bans to safeguard all members of our school community.  
 
We trust that parents and carers will assist our school with the implementation of this policy and we thank you for 
your continuing support of the school.  
 
 
 

Code of Conduct for Parents Policy 
 

 
Implementation Date  September 2021
Review Date September 2023



Appendix 1 
 

Inappropriate use of Social Network Site  
Social media websites are being used increasingly to fuel campaigns and complaints against schools, Head teachers, 
school staff and in some cases other parents/pupils. The Governors at Benhurst consider the use of social media 
websites being used in this way as unacceptable and not in the best interests of the children or the whole school 
community. Any concerns you may have must be made through the appropriate channels by speaking to the class 
teacher or a member of the leadership team, so they can be dealt with fairly, appropriately and effectively for all 
concerned.  
 
In the event that any pupil or parent/carer of a child/ren being educated at Benhurst is found to be posting libellous 
or defamatory comments on a social network site, they will be reported to the appropriate 'report abuse' section of 
the network site. All social network sites have clear rules about the content which can be posted on the site and they 
provide robust mechanisms to report contact or activity which breaches this. The school will also expect that any 
parent/carer or pupil removes such comments immediately.  
 
In serious cases the school will also consider its legal options to deal with any such misuse of social networking and 
other sites.  
 
We would expect that parents would make all persons responsible for collecting children aware of this policy.  
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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 pupils 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 pupils; 
 support staff, pupils 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 head teacher (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. Examples of testing may be: 
 

 A 'paper walk-through' 
 A table top test 
 Telephone cascading test message to check communications structure 
 Full rehearsal 

 

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 head teacher. 
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Checklist to Complete the Plan 
 
 School name and logo have been inserted on the front page with details of the head 

teacher, 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 Incident Response 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 
 When students next of kin are unable to collect their child in the event of an 

emergency, contact details of authorised personnel are requested and kept within the 
‘Emergency Pack’ 

 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 have been saved onto a CD 

or hard copies and kept in the ‘Emergency Pack’ 
 Staff Cascade Telephone Tree has been adapted to the needs/requirements/specifics 

of your school 
 Appropriate staff are familiar with procedures for dealing with suspicious parcels and 

bomb threats 
 Business Continuity checklist has been completed.  
 Date set for annual review and amendment where necessary 
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Roles & Responsibilities  
 
Role  Responsibilities Named Person 

Identified for Role 
Incident Manager  Consider the need to alert other 

colleagues and external agencies. 
 Establish an Incident Response 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 

Katherine Hart
 

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 

Katherine Hart 
 
Kate Garratty 
 
Kerry Loyns 
 

Parent 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. 

Gaye Bastin 
 
Ellen Halls 
  
Terena Hatton  

Administrators/Office 
Staff 

 Man telephone lines.  
 Help to collate information. 

Gaye Bastin  
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 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 with any class 
registers and pupil 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 Head/Deputy at the 

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

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

 Closing fire doors behind them. 
 Wear high-visibility jackets. 
 En route to evacuation point check 

toilets and ancillary rooms are all 
empty. 

Ellen Halls 
  
Terena Hatton  
 
 

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. 

Alice Larkman 

Teachers  Maintain supervision.
 Ensure the safety and security of 

pupils. 
 Provide information and offer 

reassurance. 
 Monitor pupils 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 

All class teachers
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the register and report to Incident 
Manager any unaccounted pupils 

 Closing fire doors behind them. 
Facilities Manager  Ensure site security at all times. 

 Provide information about site 
facilities/layout as necessary.  

 Assist with access/egress to the 
school. 

Khush Bains 

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. 

Alice Larkman 

 



G:\My Drive\LOCAL GOVERNING BODY\20212022\3 November 2021\Agenda Item 9e Emergency Plan - October 2021.doc 8

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 Incident Response 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 
 Blank Incident Log sheets 
 Copies of emergency evacuation and school closure letters 
 Action Cards 
 Class registers 
 
 Pens and paper 
 Clipboards 
 Visitors badges 
 Torch and spare batteries 
 
Contact lists (hard copy) including names, addresses, medical details, emergency contact, 
and next of kin: 
 Students 
 Staff 
 Third Parties 
 
 Mobile phone and charger 
 High visibility vests/ID badges for members of the emergency response team.  
 Whistle 
 Class lists 
 First aid box 
 Space blankets 
 Specialist medicine for students (e.g. asthma inhalers) 
 Plans of the school 
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Specific Guidance 

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 pupils on registers and report any missing persons to the person in 
charge. 

6. Notify the local authority (LA) of incident – Trevor Cook (TC, 01708 433808), Sue Wilks 
(SW, 01708 432903) or Stephen Catley (SC, 01708 431707) and Emergency Control Room 
Out of Hours (01708 433999) In Hours (01708 434343). 

7. Person in charge to meet and report to the Emergency Services on their arrival on site. 
8. Keep pupils at assembly point and as reassured as possible 
9. If given 'all clear', check no pupils are missing on re-entering the building 
10. If pupils are dismissed from the assembly point, distribute the emergency evacuation letter  
11. Parents/ guardians to be contacted to collect pupils (prioritise children with special needs) 
12. Children of a reasonable age that are ordinarily allowed to walk home should do so 
13. Pupils 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 
pupils have been taken. 

14. Ensure pupils resident outside of Havering have a safe passage home or arrange to hold 
them as above. 

 
Next Steps: 
1. Establish if the school/centre needs to be closed or if part of the school/centre is 

unusable - request assistance from the LA - TC (01708 433808), SW, 01708 432903 or 
SC (01708 431707) 

2. Secure premises 
3. Short-term closure - person in charge to arrange for pupils, staff (including midday 

supervisors, caretakers etc) and Chair of Governors to be contacted. Possible methods: 
 Staff Cascade Telephone Tree 
 Local radio and T.V. announcements 
 Notice on school gates 
 Web site, answer phone message 
 Posters/ leaflet drops in the local area in conjunction with the LA. 

4. Long-term closure: Invoke Business Continuity Plan - alternative arrangements for pupils 
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, contact LBH Strategy & Communication (01708 432001) to issue a press 

statement 
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7. Establish if an occasion for pupils 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 LA. 
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School Health & Safety Fire Action Plan 
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 School Closure 
 

Immediate Action: 
 
If the closure occurs during school hours: 
1. Unless School closure is due to emergency evacuation, teachers should stay in the 

classroom with pupils until hazards are assessed and further instructions are given. 
2. Contact the LA - TC (01708 433808), SW, (01708 432903) or SC (01708 431707) 
3. Parents/carers to be contacted to collect pupils (prioritise children with special needs). 
4. Distribute the School closure letter. 
5. Children of a reasonable age that are ordinarily allowed to walk home should do so. 
6. Pupils whose parent/carers cannot be informed or cannot look after them should remain 

in school under adult supervision or taken to a safe haven. Messages should be left with 
parents and at the school gates as to where pupils have been taken. 

7. Ensure pupils resident outside of Havering have a safe passage home or arrange to hold 
them as above. 

8. Update School website/Twitter/send text to all parents/staff/update school answer 
phone. Local radio and T.V. announcements, updating school Web site and school answer 
phone message should also be considered to communicate closure. 

9. Secure school premises. 
 
If the closure occurs out of school hours: 

1. Contact the LA Emergency Control Room – 01708 433999 
2. The LA will post the name of the school(s) on it's website informing parents/guardians of 

closure.  
3. Update School website/Twitter/send text to all parents/staff. Arrange for 

announcements to be made on local T.V. and radio stations 
4. Use cascade telephone list to contact staff/suppliers (if required) 
5. Place a notice on the school gates and a member of staff so that parents delivering 

children are alerted. 
6. Contact parents/guardians of any pupils who arrive at school unescorted. Keep the pupils 

at the school until a parent/carers arrives to collect them or take them to a safe haven. 
Messages should be left with parents and at the school gates as to where pupils have 
been taken. 

7. Secure school premises. 
 
 
Next Steps: 
 

1. Arrange for re-opening announcements on school website/Twitter/send text to all 
parents/post notices on the school gates to the same effect. 

2. Collate CCTV tapes (if appropriate) 
3. Arrange a debriefing meeting for all those involved, complete Incident Evaluation Form. 
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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 on CD Rom and Intranet. 
 
Immediate Action: 
1. Send for immediate assistance - contact the Emergency Services - 999 - and head 

teacher. 
 
2. Remove pupils from location of incident to a safe area. 
 
3. School First Aid Officer should attend the pupil/member of staff. 
 
4. Person in charge to contact: 

The next of kin 
LA - TC (01708 433808), SW, (01708 432903) or SC (01708 431707) 
Chair of Governors 

 
5. If the death/injury is a result of an accident at the school inform Schools’ Health & 

Safety Team(01708 431707) 
 
Next Steps: 
 
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 pupils and staff - Contact the Child & Community 

Psychology Service (01708 433955). 
 
4. In the event of a fatality, ensure awareness of funeral arrangements, and if necessary 

discuss with parents/next of kin their wishes regarding representation from the 
school. 

 
5. Arrange a debriefing meeting for all those involved, complete Incident Evaluation 

Form. 
 
 
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 
schools consider contacting the Child & Community Psychology Service at the LA (01708 
433963) for counselling support.  
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Assault on Staff or Pupils by Members of the Public 
 
In the event of an assault immediate action should include: 
 
1. Send for immediate assistance to the school office. 
 
2. Contact the Emergency services – 999. 
 
3. If staff witness the assault they should try and distract the assailant without risking 

themselves, trying to remove them, if possible, to a 'safe' area. 
 
4. The School First Aid Officer should attend the member of staff or pupil attacked. 
 
5. Spectators should be dispersed. 
 
6. Senior members of staff should take details from appropriate witnesses. 

 
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. 
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Bomb Threat 
 
Do NOT panic – the majority of cases are hoaxes 
 
TIP: Ensuring all relevant staff are familiar with actions to be taken on receipt of a 
bomb threat (see Bomb Threat Telephone Script which follows) can increase the 
information gathered from a caller and increase the ability to differentiate between 
genuine and hoax callers.  
 
If a call is suspected to be a hoax the member of staff receiving the call should contact 
the head teacher immediately providing as much information as possible. The head teacher 
will then make the decision to contact Emergency Services and/or evacuate the school.  
 
Immediate Action (in the event of a bomb threat): 
 
1. If a call is received by the school, try to: keep calm, obtain as much information as you 

can, report to a senior member of staff as soon as possible (see: Bomb Threat 
Telephone Script). 

 
2. If a Suspicious Parcel is received by the school, check for suspicious features (see: 

Suspicious Parcels Flowchart). 
 
3. Contact the Emergency services – 999. 
 
4. Person in charge should make the decision to evacuate the school. 
 
5. Contact the Havering Emergency Control Room (Out of hours Emergency Control Room 

(01708 433999) In Hours (01708 434343), Chair of governors and LA - TC (01708 
433808), SW, (01708 432903) or SC (01708 431707) 

 
6. If the decision to evacuate is made, follow emergency evacuation procedures, ensuring 

the assembly point is far enough away from the school. 
 
7. If the police deem the threat to be serious, the arrangements for the safety of the 

pupils following an evacuation should be put into practice. The decision to evacuate 
rests with the head teacher or person in control of the premises at that time  

 
8. If the 'all clear' is given, check no pupils are missing on re-entering the building. 

 
Next Steps: 
 
6. Collate any CCTV tapes (if appropriate). 
 
7. Arrange a debriefing meeting for all those involved, complete Incident Evaluation 

Form. 
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Bomb Threat Telephone Script 
Source: London Borough of Havering Form 19 Bomb Threat 
 

�    ACTIONS TO BE TAKEN ON RECEIPT OF A BOMB THREAT  
 

 Record the exact wording of the threat if you can. You will probably hear the message once only. Try and ask 
the questions below.  
 
 
 
 
ASK THESE QUESTIONS & RECORD ANSWERS AS ACCURATELY AS POSSIBLE:  

 
1. Where is the bomb now?  
 
 
2. When is it going to explode?  
 
 
3. What does it look like?  
 
 
4. What kind of bomb is it?  
 
 
5. What will cause it to explode?  
 
 
6. What is your organisation/code word?  
 
 
7. Did you place the bomb?  
 
8. Why?  
 
9. What is your name?  
 
10. What is your address?  
 
 
Record time call completed:  
 
Where automatic number reveal 
equipment is available record number 
shown:  

 

CONTACT THE POLICE  999 
Time Informed:  
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This part should be completed once the caller has hung up and police/building security officer have 
been informed  
Time and date of call:  
Length of call:  
Number at which call is received (that is, your extension number)  

ABOUT THE CALLER:  
Please circle/complete 
as appropriate 

Male         Female                Nationality?                                  Age?  
 
Well-spoken        Irrational            Taped             Foul             Incoherent  

Message read by threat maker?  

CALLER’S VOICE: 
Please circle 
 

 
Child    Crying         Clearing Throat    Angry        Nasal      Slurred  
 
Old       Excited        Stutter      Disguised     Slow      Lisp     *Accent       
 
Young    Rapid        Deep          Laughter       Hoarse    Soft      Loud  
 
Ragged    Crackling     Normal     Disturbed     Blurred  
 
Deep Breathing       Familiar         Other (please specify)  
 
 

*What accent?  
 
If the voice sounded familiar,  
whose did it sound like  
 
BACKGROUND SOUNDS:  
Please circle 

 
Street noises      House noises     Animal     Crockery       Motor  
                                                      Noises  
Clear              Voice           Static              PA System  
 
Music          Factory machinery         Office machinery       Payphone  
                                                                                            Pips  
Other (please specify)  
 

REMARKS:  
 
 
ADDITIONAL NOTES:  
 
 
 
 

Signature…………………………………. Print Name:……………………………Date…………… 
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Suspicious Parcels Flowchart  
 
 
 
 
 
 
 
 
 
 
 
 
 Does it have any of these features?  

 
• Holes (pin hole size) 
• Gaffer tape on light parcels or envelopes  
• Uneven distribution of weight  
• Excessive weight for size of parcel  
• Protruding wires or evidence of wires in 

package  
• Residue on outer package  
• Greasy marks, on wrapping or envelope  
• Unusual smell/noise from package 
• Any other characteristics which cause 

concern 

Does the parcel, letter or object have any of these features? 
 Addressed very simply (e.g. XYZ School, Romford) 
 If international mail, is a return address omitted? 

Yes No 

Check for other 
features 

NoYes 
Treat as normal 
post 

Follow this procedure:  
 
• DO NOT OPEN THE PARCEL/LETTER/ 

SUBSTANCE  
• Do not touch it any more than already  
• Move away from the package/letter/substance  
• Tell others to move away 
• Contact Senior Member of staff– ask them to 

ring 999 whilst you calmly evacuate the area  
• Lock the door behind the offending article  
• Await instructions from the Emergency Services 
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Health Incident 
This section includes procedures for responding to outbreaks of communicable diseases 
among staff and/or students (e.g. meningitis).    
 
Immediate Action: 
 
1. Obtain and collate as far as possible, all the facts from the families. 
 
2. Liaise with Havering PCT Public Health Dept. and/or Health Protection Agency (see 

telephone numbers below). 
 
3. Inform the Schools Health & Safety Team at LA - 01708 431707. 
 
4. Inform parents and pupils not directly affected about the incident. Distribute leaflets 

to parents (available from the Department of Health).  
 
5. Inform neighbouring schools and schools of siblings. 
 
6. Prepare a press statement in association with the LA – contact LBH Corporate 

Strategy & Communications on 01708 432001. 
 
 
Next Steps: 
 
1. Update parents regularly. 
 
2. Contact all families directly involved and express sympathy. 
 
3. In the event of a fatality, ensure awareness of funeral arrangements and, if 

necessary, discuss with parents their wishes regarding representation from the school. 
 
4. Provide a contact name and number for the school. 
 
5. If necessary, consider arranging an occasion for pupils to express their feelings 

(Education Psychology Service 01708 433955). 
 
6. Arrange a debriefing meeting for all those involved, complete Incident Evaluation 

Form. 
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National Meningitis Trust 01453 751738 
Meningitis Research Foundation 01454 281811 
Public Health England 01980 612100 
NHS Direct 0845 4647
School Nurse Harold Hill Area 
School Nurse South Hornchurch Area 
School Nurse Romford Area 

01708 796400 
01708 796500 
01708 796700 

Havering PCT Health Protection Lead 01708 431835  
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Influenza Pandemic 
 
Advice and guidance for responding to an influenza pandemic is currently being reviewed and 
will be included as part of this guidance document once approved. 
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Use of the School as a Rest Centre 
 
Schools are not identified for use as Rest Centres following a Major Emergency. 
 
The London Borough of Havering has identified various Community Centres which are to be 
used in cases of Major Emergency. They will be allocated by the Emergency Control Team as 
required. 
 
Where an evacuation is required from a primary or junior school then they will evacuate to 
the senior feeder school. 
 
 

Abbs Cross Academy & Art College 

Abbs Cross Lane 

Hornchurch  

RM12 4YQ 

Tel: 01708 440304 

 

Or 

 

Hornchurch High School 

Broadstone Road off Albany Road 

Hornchurch 

RM12 4AJ 

01708 441537 
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Contact Telephone Numbers  

School Staff 
 
The contacts shown below are examples – please add appropriate contact names and numbers as 
necessary.  

 
CONTACT DURING SCHOOL HOURS OUT OF SCHOOL HOURS 

Alice Larkman 01708 450807 07590 690684 

Katherine Hart 01708 450807 07852433418 
Kerry Loyns 01708 450807 01375 392323  / 07939 

918508 
Kate Garratty 01708 450807 07940 316599 
Gaye Bastin 01708 450807 01708 530004  / 07792 

878743 
Khush Bains 01708 450807 07956 357703 
Dean Jefferys 01708 441537 01708 509792 
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Social Care & Learning Contact Telephone Numbers 
 

Trevor Cook Assistant Director, Learning & Achievement 01708 433808 

Sue Wilks  Head of Health and Safety  01708 432903 

Stephen Catley Schools’ Health and Safety Manager 01708 431707 

Alan Clark Emergency Planning & Continuity Manager 01708 433206 

 Child and Community Psychology Service 01708 433955 

Sue Wilks  Head of Health and Safety  01708 432903 

Stephen Catley Schools’ Health and Safety Manager 01708 431707 
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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 434343 01708 433999 
Gas Emergency Number  0800 111999 0800 111999 
Corona Energy  0870 225 3666 0870 225 3666 
British Gas Business Number of Account Manager on bill 
Southern Electricity Plc 0845 770 8090 0845 770 8090 
Scottish Hydro Electric Plc 0800 300 999 0800 300 999 
EDF Energy (formerly London Energy) 24 hour emergency fault information centre – number on electricity 

bill
Water 0845 782 0999 0845 782 0999 
Water Leak 0800 526337 0800 526337 
Police Station 01708 751212 01708 751212 
Local Authority (Social Care & Learning): 
Mary Phillips (MP) 
Sue Wilks (SW) 
Stephen Catley (SC) 

 
01708 433813 
01708 432903 
01708 431707 

 
 

Child & Community Psychology 01708 433963  
Schools Health & Safety 01708 431707  
LBH Strategy & Communications 01708 432001  
London Fire Brigade 0207 587 2000  
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  
Public Health England 020 7654 8000 020 7654 8000 
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 730383/870 600 1075
Capital Radio 0871 2222 958
Insurance Insert phone number Insert phone number
Alarm Engineers Insert phone number Insert phone number
Security Company Insert phone number Insert phone number
Glaziers/Boarding up Insert phone number Insert phone number
Cleaning Contractors Insert phone number Insert phone number
Portacabin suppliers Insert phone number Insert phone number
Caterers Insert phone number Insert phone number
Extended Schools Activities Providers Insert phone number Insert phone number
 
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 Early Years 
o Key Stage 1 
o Key Stage 2, 3/4 then 5/6 
 

 The minimum number of staff needed to operate is: 
14 inc. First Aider and a Site Manager 

 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 workspace/temporary 
accommodation will be provided at/by Abbs Cross Secondary School, or Hornchurch High 
School. 

 If appropriate, transport arrangements for students to be taken to alternative 
workspace/temporary accommodation will be provided by Abbs Cross Secondary School, 
Hornchurch High School. 

 Sufficient staff are trained in the use of Google to continue teaching the curriculum to 
student following school closure 

 All relevant staff (HT, DHT, Office Manager, Site Manager, Cleaner, AHT, KS1 Manager) 
have been familiarised with the location of the mains switches and valves for electricity, 
gas and water. (gas and electricity are located in the Site Manager’s office, water by the 
school entrance.) 

 All information is regularly backed up and a backup of key data is taken off site (i.e. at the 
end of each working day or at least weekly). 

 A list of emergency contacts has been created and a copy is held off-site with 
Headteacher at Alice Larkman’s house. 

 All critical documents have been identified and are adequately protected. 
 Copies of critical records are held at a separate location at Site Manager home / SIMs 
 Key equipment has been identified as the following: 

1. Admin and Curriculum networks 
2. Current school registers 
3. Paper –based inventory (currently being transferred to SIMs over time)  
4. Personal medical equipment for staff and pupils. (Health Care Plan) 
5. Staff personnel files.   

 In the event of loss/failure of the above key equipment they will be catered for by: 
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1. Borough ICT services / LIFE (Tom Garet) 
2. Purchase new by Office Manager, however as part of our standard practice these are 

taken out during evacuation of the school.   
3. Parents 
4. Teachers own records 

 An inventory of equipment is updated monthly by Site Manager/Office Manager (This is 
being transferred to SIMs) 

 Critical IT systems are: 
o Admin and Curriculum networks - servers 

 Vital computer information are stored at a safe location off-site at Frances Bardsley 
Academy 

 Key suppliers are: 
o ABACUS providing before and after school care 
o Caterlink providing school meals 
o Schools fruit scheme providing Fruit for KS1 
o School milk service providing milk for KS1 
o and alternative sources have been identified as: 
o Guardian Security providing backup key services 
o BB Grounds Care providing grounds cover 
o LIFE providing ICT backup for Curriculum Network 
o LIFE providing ICT backup for the Admin Network 
 

 Contact list of suppliers is regularly updated by Ellen Halls. 
 Risks from the surrounding area and businesses have been identified/considered and they 

are: 
o Residential / parking implications / transport 

 A copy of the insurance company’s details and policy is held both on and off site at LIFE 
Education Trust  

 Insurance is provided by Zurich and in the case of an emergency LIFE Education Trust 
should be contacted 

 If the kitchens are taken out of use alternative arrangements to provide meals will be 
arranged by Caterlink for consumption on the Premises. 
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APPENDICES - Parents Annual Closure Procedure Letter 

Benhurst Primary School 
Benhurst Avenue  
Elm Park 
Hornchurch  
Essex  
RM12 4QS 
Tel:   01708 450807 
Email:  office@benhurst.havering.sch.uk  
Website: www.benhurst.havering.sch.uk  
Twitter: @BenhurstPrimary 
 

Head teacher: Ms A. Larkman BA(Hons) MA 
 
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 pupils. 
2. Pupils will be provided with copy of the School Closure letter.  
3. Children of a reasonable age that are ordinarily allowed to travel home will do so. 
4. Pupils whose parent/carers cannot be informed or cannot look after them will 

remain under adult supervision at Abbs Cross Secondary School.  Messages will be 
left with parents and at the school gates as to where pupils have been taken. 

5. We will ensure pupils 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 
Benhurst  website (www.benhurst.havering.sch.uk) and Twitter (@BenhurstPrimary). We 
will also send a text message to parents. 

 
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, 
 
 
Ms A Larkman 
Headteacher 
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APPENDICES - Emergency Evacuation Letter to Parents 
 

Benhurst Primary School 
Benhurst Avenue  
Elm Park 
Hornchurch  
Essex  
RM12 4QS 
Tel:   01708 450807 
Email:  office@benhurst.havering.sch.uk  
Website: www.benhurst.havering.sch.uk  
Twitter: @BenhurstPrimary 
 

Head teacher: Ms A. Larkman BA(Hons) MA 
 
Dear Parent/Carer, 

 
 

Due to a major emergency in the school it has been necessary to evacuate the building. 
Following discussion with the Emergency Services and the Trust, the decision to close the 
school and send all pupils home has been made. 

 
As yet there is no indication as to when the school will reopen. Please check the Benhurst  
website (www.benhurst.havering.sch.uk) and Twitter (@BenhurstPrimary). We will also 
send a text message to parents. 

 
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, 

 
 
 
 

Ms A Larkman 
Headteacher. 
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APPENDICES - School Closure Letter to Parents 
 

Benhurst Primary School 
Benhurst Avenue  
Elm Park 
Hornchurch  
Essex  
RM12 4QS 
Tel:   01708 450807 
Email:  office@benhurst.havering.sch.uk  
Website: www.benhurst.havering.sch.uk  
Twitter: @BenhurstPrimary 
 

Head teacher: Ms A Larkman BA(Hons) MA 
 

Dear Parent/Carer, 
 
 

Following discussion with the Senior Leadership Team and the Trust, the decision to close 
the school and send all pupils home. This is due to  

 
…………………………………………………………………………………………………………………………………………………………………… 

 
As yet there is no indication as to when the school will reopen. Please check for notices 
posted on the school gates, the Benhurst website (www.benhurst.havering.sch.uk) and 
Twitter (@BenhurstPrimary). We will also send a text message to parents. 

 
Thank you for your co-operation. 

 
Yours sincerely, 

 
 
 

Ms A Larkman 
Headteacher 
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APPENDICES - Letter Informing Parents of Incident 

Benhurst Primary School 
Benhurst Avenue  
Elm Park 
Hornchurch  
Essex  
RM12 4QS 
Tel:   01708 450807 
Email:  office@benhurst.havering.sch.uk  
Website: www.benhurst.havering.sch.uk  
Twitter: @BenhurstPrimary 
 

Head teacher: Ms A Larkman BA(Hons) MA 
 

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 pupils 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 did not telephone the school during this time so we can keep phones and staff 
free to manage the situation. 
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Yours sincerely, 
 
 
 
 
Ms A Larkman 
Headteacher 
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Staff Cascade Contact list (previously known as the telephone tree)  

(Groupcall is used to send generic texts and updates to staff) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Alice 
Larkman 

SLT Teaching staff 
(including PPA) 

Support staff  
(including HLTA/TA/Office/MDAs) 

External companies who 
run clubs at Benhurst 

Khush 
Bains 

Dean 
Jeffreys Governors 

Private lettings 
(ABACUS, evening/weekend lettings etc) 

Contractors & 
Caterlink 

LIFE Education Trust 
 
Julian Dutnall 
Denise Broom 
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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 tRUST 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 pupils 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 
Trust/School Governors 
 
And designate phones for outgoing lines. 
If evacuated, provide all class registers to teachers at assembly point and report to the 
Head/Deputy 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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Incident Log 
INCIDENT LOG FOR Benhurst Primary School 
 
Incident: 
 
 
Location: 
 
Date:                Time: 
 
Completed by: 
Name:                         Role: 
 
 
Date: Time: Event Action Taken: 
 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   



G:\My Drive\LOCAL GOVERNING BODY\20212022\3 November 2021\Agenda Item 9e Emergency Plan - October 2021.doc 42

 
 

   

 
 

   

 
Additional pages:  Yes/No Please circle 



G:\My Drive\LOCAL GOVERNING BODY\20212022\3 November 2021\Agenda Item 9e Emergency Plan - October 2021.doc 43

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 Trust contacted:       Yes/No                
 

Name of Trust 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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Emergency Plan Update Form  
 
Schools/Centres are advised to update the master plan document and record amendments on 
the sheet ‘Record of Amendments. Each time an amendment is required it is advised to complete 
the details below 
 

 
 
Contact Name………………………………..  Tel No./Extension………………… 
 
 
SECTIONS REQUIRING AMENDMENTS: 

 
REASON FOR UPDATE: 
 
 
 
 
 
 
REVISED INFORMATION: (List below: add separate sheet if required) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
Signature…………………………………………    Date:……………………. 
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DO NOT USE ORIGINAL COPY 
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PLEASE PHOTOCOPY THIS FORM 
 

Record of Amendments 
 

Amendment 
Number 

What Was Inserted? Inserted By 
Date of 

Amendment/Insert
ion 

1 Staffing Changes Katherine Hart June 2014 

2 Contact numbers updated Katherine Hart June 2014 

3 Staff Telephone Tree updated Katherine Hart June 2014 

4 Benhurst Website/Twitter added to 
letters Katherine Hart June 2014 

5 New SIP added Katherine Hart June 2014 

6 Staffing Changes Katherine Hart February 2016 

7 Contact numbers updated Katherine Hart February 2016 

8 Staff Telephone Tree updated Katherine Hart February 2016 

9 Staffing Changes Katherine Hart March 2017 

10 Contact numbers updated Katherine Hart March 2017 

11 Staff Telephone Tree updated Katherine Hart March 2017 

12 Staffing Changes Katherine Hart March 2018 

13 Contact numbers updated Katherine Hart March 2018 

14 Staff Telephone Tree updated Katherine Hart March 2018 

15 Staffing Changes Katherine Hart August 2019 

16 Contact numbers updated Katherine Hart August 2019 

17 Staff Telephone Tree updated Katherine Hart August 2019 

18 Contact numbers updated Katherine Hart June 2020 

19 Staff Changes/Trust updated Alice Larkman October 2021 

20    

21    

22    

23    

24    

25    
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Aims 
The aims of our first aid policy are to: 

 Ensure the provision of First Aid to all pupils, staff and visitors 
 Ensure that staff and governors are aware of their responsibilities with regards to first aid. 
 Provide a framework for responding to an incident and recording and reporting the outcomes 

 
Legislation and guidance 
This policy is based on advice from the Department for Education on first aid in schools and health and 
safety in schools, and the following legislation: 
 

 The Health and Safety (First Aid) Regulations 1981, which state that employers must provide 
adequate and appropriate equipment and facilities to enable first aid to be administered to 
employees, and qualified first aid personnel 

 The Management of Health and Safety at Work Regulations 1992, which require employers to make 
an assessment of the risks to the health and safety of their employees 

 The Management of Health and Safety at Work Regulations 1999, which require employers to 
carry out risk assessments, make arrangements to implement necessary measures, and arrange for 
appropriate information and training 

 The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013, which 
state that some accidents must be reported to the Health and Safety Executive (HSE),  and set 
out the timeframe for this and how long records of such accidents must be kept 

 Social Security (Claims and Payments) Regulations 1979, which set out rules on the retention of 
accident records 

 The Education (Independent School Standards) Regulations 2014, which require that suitable space 
is provided to cater for the medical and therapy needs of pupils 

 
Roles and responsibilities 
Appointed person(s) and first aiders 
The school’s appointed first aid leads are Mrs Bastin and Mrs Hatton They are responsible for: 

 Taking charge when someone is injured or becomes ill 
 Ensuring there is an adequate supply of first aid materials in school 
 Ensuring that an ambulance or other professional medical help is summoned when appropriate 

 
First aiders are trained and qualified to carry out the role (see section 7) and are responsible for: 

 Acting as first responders to any incidents; they will assess the situation where there is an injured 
or ill person, and provide immediate and appropriate treatment 

 Ensuring first aid kits contain the relevant materials (see section 5) before taking them on trips 
 Sending pupils home to recover, where necessary 
 Filling in an accident report on the same day, or as soon as is reasonably practicable, after an 

incident (see the template in appendix 2) 
 Keeping their contact details up to date 

Our school’s first aiders are listed in appendix 1. Their names will also be displayed prominently around the 
school. 

First Aid Policy 

Implementation Date  September 2021 
Review Date September 2023 
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The local authority and governing board 
The London Borough of Havering has ultimate responsibility for health and safety matters in the school, 
but delegates responsibility for the strategic management of such matters to the school’s governing board. 
The governing board delegates operational matters and day-to-day tasks to the Headteacher and staff 
members. 
 
The Head of School 
The Head of School is responsible for the implementation of this policy, including: 

 Ensuring that an appropriate number of trained first aid personnel are present in the school at all 
times  

 Ensuring that first aiders have an appropriate qualification, keep training up to date and remain 
competent to perform their role 

 Ensuring all staff are aware of first aid procedures 
 Ensuring appropriate risk assessments are completed and appropriate measures are put in place 
 Undertaking, or ensuring that managers undertake, risk assessments, as appropriate, and that 

appropriate measures are put in place 
 Ensuring that adequate space is available for catering to the medical needs of pupils 
 Reporting specified incidents to the HSE when necessary (see section 6)  

 
Staff 
School staff are responsible for: 

 Ensuring they follow first aid procedures 
 Ensuring they know who the first aiders in school are 
 Completing accident reports (see appendix 2) for all incidents they attend to where a first aider is 

not called  
 Informing the Head Teacher or their manager of any specific health conditions or first aid needs 

 
First aid procedures 
In-school procedures 
In the event of an accident resulting in injury: 

 The closest member of staff present will assess the seriousness of the injury and seek the 
assistance of a qualified first aider, if appropriate, who will provide the required first aid 
treatment 

 The first aider, if called, will assess the injury and decide if further assistance is needed from a 
colleague or the emergency services. They will remain on scene until help arrives 

 The first aider will also decide and provide first aid treatment and decide whether the injured 
person should be moved or placed in a recovery position 

 If the first aider judges that a pupil is too unwell to remain in school, parents will be contacted and 
asked to collect their child. Upon their arrival, the first aider will advise if they believe the parent 
should seek further medical advice 

 If emergency services are called, an Administrative Support Officer or member of Senior 
Leadership Team will contact parents immediately 

 The first aider will complete an accident report form on the same day or as soon as is reasonably 
practical after an incident resulting in an injury 

 
 
 
 
 
Off-site procedures 
When taking pupils off the school premises, staff will ensure they always have the following: 
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 A mobile phone 
 A portable first aid kit  
 Information about the specific medical needs of pupils 

 
Risk assessments will be completed by the teacher prior to any educational visit that necessitates taking 
pupils off school premises. There will always be at least one first aider on school trips and visits.  A 
Paediatric First Aid trained member of staff will always accompany Year R trips. 
 
First aid equipment 

 A typical first aid kit in our school will include the following: 
 A leaflet with general first aid advice 
 Regular and large bandages 
 Gauze swabs  
 Triangular bandages 
 Adhesive tape 
 Safety pins 
 Disposable gloves 
 Plasters of assorted sizes 
 Scissors 
 Cold compresses 

 
No medication is kept in first aid kits. First aid kits are stored in the First Aid room 

 
Record-keeping and reporting 
First aid and accident record book 

 An Accident/Incident report form will be completed for parents by the first aider/relevant 
member of staff on the same day or as soon as possible after an incident resulting in an injury 

 As much detail as possible should be on the accident/incident report form (Appendix 2) 
 Class staff should be made aware of all accident/incident forms completed 
 Copies of all accident report forms will also be added to the First Aid Record folder in the office 

which will be scanned regularly and filed electronically by office staff 
 Records held will be retained by the school for a minimum of 3 years, in accordance with regulation 

25 of the Social Security (Claims and Payments) Regulations 1979, and then securely disposed of  
 
Reporting to the HSE 
The Head Teacher will keep a record of any accident which results in a reportable injury, disease, or 
dangerous occurrence as defined in the RIDDOR 2013 legislation (regulations 4, 5, 6 and 7). 
The Head Teacher will report these to the Health and Safety Executive as soon as is reasonably 
practicable and in any event within 10 days of the incident.  
 
Reportable injuries, diseases or dangerous occurrences include:  

 Death 
 Specified injuries, which are: 
o Fractures, other than to fingers, thumbs and toes 
o Amputations 
o Any injury likely to lead to permanent loss of sight or reduction in sight 
o Any crush injury to the head or torso causing damage to the brain or internal organs 
o Serious burns (including scalding)  
o Any scalping requiring hospital treatment 
o Any loss of consciousness caused by head injury or asphyxia 
o Any other injury arising from working in an enclosed space which leads to hypothermia or heat-

induced illness, or requires resuscitation or admittance to hospital for more than 24 hours 
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 Injuries where an employee is away from work or unable to perform their normal work duties for 

more than 7 consecutive days (not including the day of the incident) 
 Where an accident leads to someone being taken to hospital 
 Near-miss events that do not result in an injury, but could have done. Examples of near-miss events 

relevant to schools include, but are not limited to:  
o The collapse or failure of load-bearing parts of lifts and lifting equipment 
o The accidental release of a biological agent likely to cause severe human illness 
o The accidental release or escape of any substance that may cause a serious injury or damage to 

health 
o An electrical short circuit or overload causing a fire or explosion 

 
Information on how to make a RIDDOR report is available here:  
How to make a RIDDOR report, HSE http://www.hse.gov.uk/riddor/report.htm  
 
Training 
All school staff are able to undertake first aid training if they would like to. All T.A.s and Midday 
Assistants are required to hold at least an Emergency First Aid qualification.  Year R T.A.s are required to 
hold a Paediatric First Aid qualification.  At least two members of school staff should hold a full First Aid 
at Work qualification to be the school’s Appointed First Aiders. 
 
All first aiders must have completed a training course, and must hold a valid certificate of competence to 
show this. The school will keep a register of all trained first aiders, what training they have received and 
when this is valid until (see Appendix 1). 
 
Staff will be informed when their first aid qualification requires renewal and an appropriate first aid 
course will be arranged for them.  
 
In addition, nominated members of staff will be required to undertake annual training for specific 
conditions, e.g. anaphylaxis, epilepsy, asthma, in line with the needs of identified pupil (Appendix 3). 
 
Monitoring arrangements 
This policy will be reviewed by the Local Governing Body and Head Teacher every 3 years. 
At every review, the policy will be approved by the Local Governing Body  
 
Links with other policies 
This first aid policy is linked to the  

 Health and safety policy 
 Risk assessment policy 
 Policy on supporting pupils with medical conditions  
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Benhurst Primary School  
Accident/Incident Report 

 
‘Only my best is good enough for me’ 

This form must be completed at the time of the accident/incident. 
The original must be kept in the Accident/Incident Folder (located in the Office), and a copy given to the child 

for the class teacher to see before it is sent home with the child at the end of the day.
Date  
Time  

Name of child and Class  
Supervised by  

 
 
 
 
 

Details of injury 
(include area of the body) 

 
 
 
 

 

 

 
 
Details of incident (what happened?) 
 

 

 
Treatment (if any) 

 

 

Action taken 
 
 
 

 

Returned to the playground/class  
Parent telephoned  
Sent home (indicate time)  
Taken for additional treatment (indicate where)  
Ambulance called  
Accident Report Form completed  
Site Manager notified (Health & Safety concern)  

Signed  
Date  

Information on Head Injuries 
If your child has received a bump to the head at school, you should be aware of the following symptoms that can 
occur. Please seek medical advice should this be the case. 

 Headache 
 Drowsiness or difficulty to rouse 
 Nausea and vomiting 
 Visual disturbance, i.e. double vision or blurred vision 
 Giddiness or loss of balance 
 Tremors, fits or paralysis  
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STAFF WITH FIRST AID CERTIFICATES 
NAME FIRST AID QUALIFICATION 

GAYE BASTIN 
Pupils, Attendance & Admissions Officer 

FIRST AID AT WORK LEVEL 3 
Expiry January 2023 

SARAH BUSH 
Teaching Assistant 

EMERGENCY FIRST AID LEVEL 2 
Expiry June 2023 

GEMMA CALLAN 
Teaching Assistant 

EMERGENCY FIRST AID 
Expiry July 2024  

ROSS COOPER 
Teaching Assistant 

EMERGENCY FIRST AID LEVEL 2 
Expiry May 2024 

STACEY DOYLE 
Teaching Assistant 

EMERGENCY FIRST AID LEVEL 2 
Expiry September 2023 

HELEN EVANS 
Midday Assistant 

EMERGENCY FIRST AID 
Expiry October 2022 

TRACEY EVANS 
(1:1 Oliver) 

EMERGENCY FIRST AID 
Expiry November 2022 

CLAIRE HASKEW 
HLTA 

EMERGENCY FIRST AID 
Expiry June 2024 

BELINDA GIBSON 
Midday Assistant 

EMERGENCY FIRST AID 
Expiry October 2022 

ELLEN HALLS 
Administrative Assistant 

EMERGENCY FIRST AID 
Expiry June 2024 

ANGELA HARLEN 
Midday Assistant 

EMERGENCY FIRST AID 
Expiry October 2022 

TERENA HATTON 
Clerical/Welfare Assistant 

FIRST AID AT WORK 
Expiry July 2024 

SARAH HILLYER 
Class Teacher 

MENTAL HEALTH & WELLBEING IN THE WORKPLACE L3 
Expiry September 2024 

JANE JONES 
Teaching Assistant 

EMERGENCY FIRST AID LEVEL 2 
Expiry July 2024 

LORRAINE JOSEPH 
Midday Assistant 

EMERGENCY FIRST AID 
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Overall aim of the policy: 
To ensure that all packed lunches brought from home and consumed in school (or on school trips) provide the pupil 
with healthy and nutritious food that is similar to food served in schools, which is now regulated by national 
standards.  
 
How and why the policy was formulated: 
This policy was formulated by members of the teaching staff and Governing Body 

 To make a positive contribution to children’s health and Healthy Schools Status  
 To encourage a happier and calmer population of children and young people 
 To promote consistency between packed lunches and food provided by schools which must adhere to national 

standards set by the government. Please visit www.schoolfoodtrust.org.uk for more information. 
 To contribute to the school’s self-evaluation form review by the Governors, Local Authority and OfSTED.  

 
 
National guidance: 
The policy was drawn up using a range of national documents including information and a draft policy from the School 
Food Trust, the Food in School Toolkit (Department of Health) and Food policy in schools- a strategic policy frame 
work for governing bodies (National Governors’ Council, (NGC) 2005). 
 
 
Where, when and to whom the policy applies: 
All pupils and parents providing packed lunches or break snacks to be consumed within school or on school trips during 
normal school hours. 
 
 
Food and drink in packed lunches - what the policy states: 

 The school will provide facilities for pupils bringing in packed lunches and ensure that free, fresh drinking 
water is readily available at all times. 

 The school will work with the pupils to provide attractive and appropriate dining room arrangements. 
 The school will work with parents to ensure that packed lunches abide by the standards listed below. 
 As fridge space is not available in school, pupils are advised to bring packed lunches in insulated bags with 

freezer blocks where possible to stop food spoiling.  
 Wherever possible, the school will ensure that pupils having packed lunches and pupils having school dinners 

will be able to sit and eat together. 
 The school will, within reason, send any uneaten packed lunch food items back home. The rationale for this is 

that parents can also monitor what their child has consumed during the day. 
 The school will encourage the children to eat their packed lunch but will not force children to eat the entire 

contents. 
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Packed lunches should include: 
 At least one portion of fruit and one portion of vegetable every day;  
 Meat, fish, or other sources of non-dairy protein (e.g. lentils, kidney beans, chickpeas, hummus, and falafel) 

every day; 
 Oily fish, such as salmon, at least once a week; 
 A starchy food such as any type of bread, pasta, rice, couscous, noodles, potatoes or other types of cereals 

every day; 
 Dairy food such as milk, cheese, yoghurt, fromage frais or custard every day; 
 Only water or small carton of fruit juice.  

 
 
Packed lunches should not include: 

 Fatty snacks such as crisps. Instead, include seeds, vegetables and fruit (with no added salt, sugar or fat). 
Savoury crackers or breadsticks served with fruit, vegetables or dairy food are also a good choice. 

 Confectionery such as chocolate bars, chocolate-coated biscuits and sweets. Cakes and biscuits are allowed 
but encourage your child to eat these only as part of a balanced meal. 

 Nut or nut products (although they can be very healthy) because of the danger to other children with 
allergies.  

 Fizzy drinks or energy drinks.  
 

 
Break time snacks can be: 

 A piece of fruit; 
 A vegetable;  
 A healthy cereal bar;  

 
Break snacks should not include: 

 Crisps; 
 Confectionery such as chocolate bars, chocolate-coated biscuits and sweets;  
 Cakes and biscuits; 
 Nut or nut products (although they can be very healthy) because of the danger to other children with 

allergies. 
  
 
Special diets and allergies: 
The school also recognises that some pupils may require special diets that do not allow for the standards to be met 
exactly.  In this case parents are urged to be responsible in ensuring that packed lunches are as healthy as possible.  
For these reasons, pupils are also not permitted to swap food items.   
 
 
Assessment, evaluation and reviewing: 
Packed lunches will be regularly reviewed by teaching staff and midday meal supervisors.  
Healthy lunches will be rewarded by stickers. 
Parents and pupils who do not adhere to the Packed Lunch Policy will receive a reminder explaining our policy with 
healthier options.  If a child regularly brings a packed lunch that does not conform to the policy then the school will 
contact the parents to discuss this.   
Please note: pupils with special diets will be given due consideration.   
 
 
 
 
 



 

 
The aims of this policy are: 

 To promote independent learning for all children 
 To be inclusive ensuring all children enjoy and achieve 
 Increase opportunities for constructive feedback to be given during the lesson 
 To maintain consistently high standards for all children 

 
To provide children with the best possible opportunity to make progress, almost all feedback and marking 
takes place during the lesson.  The role of the teacher is to address misconceptions and give advice to 
children which enables them to make improvements.  Advice is immediate and given as part of the lesson.  
Children action advice given during the lesson immediately – this will be evidenced in their learning books. 
 
However, there may still be a need for some marking to take place outside of the lesson.  Teachers may 
need to provide recorded feedback, including corrections, positive praise, stickers and targets. 
Marking should still support assessment and inform planning adaptations. 
 
Feedback should: 

 Be regularly provided to pupils. 
 Give children opportunities to reflect upon their learning needs and evaluate their own and 

their peers’ learning 
 Use feedback to assist teachers in assessment and planning of pupils’ work. 
 Allow children to know the next step in their own learning and motivate them to action this. 

 
Feedback strategies  

 Peer and self-assessment 
 Immediate targets given in lesson 
 Judge against criteria/age related expectations 
 Scaffold feedback using the IPad as a visualiser 

 
Feedback  
Feedback should focus on the learning intention of the task.  The emphasis of feedback should be to 
address and clarify misconceptions and enable children to make improvements which lead to progress 
in their learning.  However, presentation should be referred to where appropriate and targets 
provided, e.g. for spelling and letter formation. Focused comments must help the child in ‘closing the 
gap’ between what they have achieved and what they could have achieved.    
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Feedback Codes 

 

 

 
The child has met the LO 
(To be marked next to the LO) 

 
The child has partially met the LO 
(To be marked next to the LO) 

 
The child has not met the LO 
(To be marked next to the LO) 

 
 
 
 
 
 
 
 

Stamp to be used during the lesson for 
immediate feedback which addresses 
misconceptions/raises standards.  
Stamp to be placed in the body of the learning 
predominately for challenge but may be used 
for positive feedback. 
Where possible, children are to write their 
targets (in KS2 use the Purple Pen of Progress)  
Stamp can be used at the end of the lesson 
where additional feedback is required.

Children writing in purple pen (KS2) Children annotate and improve their work using 
the Purple Pen of Progress. 

 

 
 

Correct             (Teacher, Peer, Child) 
 

                         

Incorrect          (Teacher, Peer, Child) 
 

  

Sp    ______________ 
 

Incorrect spelling  
KS1 – next to word                     KS2 – in margin on left 
 

  

Paragraph 
 

 

 

Stickers regularly provided by adults and added 
to children’s books 
 

Not achieved  ● (Red) 
Part achieved  ● (Yellow) 
Achieved           ● (Green) 

 

To be used by the children at the end of      
every piece of work 
(Using coloured pencil) 



Appendix 1  
Examples of improvements prompts given in the lesson for immediate response 

(Be specific, use concise phrases and link directly to learning) 
Use of consistent and accurate language related to terminology – see National Curriculum 

Please do not create your own codes 
 

 
(STAMP – Mrs _________ says)  Check full stops 
(STAMP – Mrs _________ says)  Check place value 
(STAMP – Mrs _________ says)  Use the correct operation 
(STAMP – Mrs _________ says)  Remember the decimal point 
(STAMP – Mrs _________ says)  Use a dictionary to check……. 
(STAMP – Mrs _________ says)  Use ambitious vocabulary 
(STAMP – Mrs _________ says)  Remember finger spaces 
(STAMP – Mrs _________ says)  Show the calculation 
(STAMP – Mrs _________ says)  Include a colon 
(STAMP – Mrs _________ says)  Use an A,A sentence 
(STAMP – Mrs _________ says)  Form the letter f correctly 
(STAMP – Mrs _________ says)  Use a ruler 
(STAMP – Mrs _________ says)  Fantastic use of exclamation sentences for effect 
(STAMP – Mrs _________ says)  Amazing explanation of your method 
(STAMP – Mrs _________ says)  Remember fair test 
(STAMP – Mrs _________ says)  Don’t forget to read it back 
(STAMP – Mrs _________ says)  Start here 
(STAMP – Mrs _________ says)  What will (character name) do next and why? 
(STAMP – Mrs _________ says)  Which words did you like in this text and why? 
(STAMP – Mrs _________ says)  Move onto the challenge 
(STAMP – Mrs _________ says)  Make your lower case letters smaller 
 
 
 
 

Appendix 2 
Examples of children’s reflective writing at the end of a unit of learning 

 (This list is by no means exhaustive and will be added to regularly) 
This could link to the thinking hats.   

Detail in the reflective writing will be age dependent 
 
Writing – I am really pleased with my word choices during this topic such as curious as it builds suspense. 
                I would like to learn how to use inverted commas correctly in my next story.   
 
Maths – I really enjoyed this unit because I now feel more confident dividing using formal methods. I learnt 
short division and am looking forward to applying this to arithmetic tests.  
 
Science – I didn’t know very much about how to build an electrical circuit. During the topic we used electrical 
components to create our own circuits and now it all makes sense! 
 

 
 
 
 
 
 



 

BENHURST PRIMARY SCHOOL 
DRESS CODE 

 
School Uniform 

Winter White polo shirt  
Black trousers  
Black skirt or pinafore 
Black skort 
Bottle green sweatshirt with logo 
Bottle green cardigan with logo 
Black or white socks 
Black tights 
Black leather type shoes (not trainers) 

Summer Green and white checked dress  
Black shorts  
Black trousers  
Black skirt or pinafore 
Black skort 
White socks with the summer dress 
Black socks (if not wearing a summer dress) 
Black leather type shoes (not trainers) 

PE Kit 
 Bottle green Shorts 

Round-necked plain white t-shirt with logo 
Black plimsols or plain black trainers 
Black tracksuit bottoms & black sweatshirt 

 
Shoes: They must have flat or very low heels and be securely fastened.  Please note that boots, 
plimsols, trainers are not acceptable for everyday wear. 
 
Jewellery:  Jewellery is limited to wearing a wrist watch (analogue) and one small, gold or silver 
stud per ear.  Only one set of earrings should be worn.  Jewellery will need to be removed for PE 
and clubs.  
 
Make Up: No make-up or nail varnish is permitted.  
 
Hair: Long hair needs to be tied back, please note this applies to boys and girls.  
 
Hats: Please provide a sunhat in hot sunny weather.  
 
Sunscreen: Please apply to your child during hot weather. 
 
Head Wear: Scarfs, in school colour are permissible but religious items, such as hijabs, should 
only be worn by those of that faith.  
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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 B – Other Dismissals Procedure 
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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 
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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 
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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 
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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. 
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