
 

 

 

Dear Local Governing Body 
 

Take notice that a meeting of the Local Governing Body will be held on Monday 24th 
January 2022.. The meeting will be held by ZOOM at 6 pm.  

(Meeting ID: 827 0750 5629, Passcode: 715406) 
 

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

 

AGENDA 
 

Invitees:  Greg Brome (Chair)  Eve Knightbridge  
   David Anderton Sharon Harris 
   Marcia Hagon  Sarah Bimpong 
   Stephen Ley  Paul Claydon 
 

In attendance:  Julian Dutnall (CEO) 

Kathy Hardy (PA to the CEO) 

Denise Broom (Director of Operations) 

Vicky Smith (Head of HR) 

 Steven Adams (Head of Estate)  
Louise Boxer (Vice Chair at FBA) 

Linda Cutmore (Clerk) 
 

Item  Timin
g 

Raised 

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

Governors to note that an internal review of LGBs will be taking 
place across the Trust during January 2022. Julian Dutnall, Kathy 
Hardy and Louise Boxer will be attending this meeting to carry out the 
review. 

2mins  

2. DECLARATION OF PECUNIARY OR CONFLICTS OF 
INTERESTS/LOYALTY – Governors are invited to declare any 
interest in any item on the agenda for this meeting.  Members may still 
declare an interest in any item at any time prior to the consideration of 
the matter. 

1 min  

3. MINUTES OF THE PREVIOUS MEETING – to receive and confirm the 
Minutes of the meeting held on 8th November 2021 (Draft copy 
attached) 

2 mins  

4. MATTERS ARISING – to note matters arising from the above minutes 2 mins  

5. COVID Update 
a. To receive an update from the school and Trust (Verbal) 

5 mins SL/ 
DBr 

6. HUMAN RESOURCES 
a. To receive Staffing Update (Verbal) 
b. To complete Healthcheck (Attached)  
c. To raise AOB relevant to this agenda item 

 VS  

7. FINANCE  
a. To receive Budgetary Position (Attached) 
b. To complete Healthcheck (Attached) 

 DBr  

https://us06web.zoom.us/j/82391697137?pwd=UXRmQlpJNi9aZDh2Z1lQVWoxWGhCZz09
http://lcutmore@fbaok.co.uk


 

c. To raise AOB relevant to this agenda item 

8. PREMISES  
a. To receive Premises Update (Verbal) 
b. To complete Healthcheck (Attached)  
c. To raise AOB relevant to this agenda item 

 SA  

9 LEADERSHIP & MANAGEMENT 
a. To complete Healthcheck (Attached) 
b. To raise AOB relevant to this agenda item 

 GB 

10. QUALITY OF EDUCATION 
a. To complete Healthcheck (Attached) 
b. To receive School Visit form (Attached) 
c. To raise AOB relevant to this agenda item 

 PC 

11. PERSONAL DEVELOPMENT 
a. To complete Healthcheck (Attached)  
b. To raise AOB relevant to this agenda item 

 SB 

12. BEHAVIOUR & ATTITUDES  
a. To complete Healthcheck (Attached) 
b. To raise AOB relevant to this agenda item 

 SH 

13. POLICIES – (Attached) 

To receive the Keeping Children Safe in Education guidance for 
2021 
 

To note the following Trust level policy/ies that have been agreed by 
the Board:  

i. Flexible Working Statement 
ii. Home School Agreement 2021 
iii. LIFE Accessibility Policy 
iv. LIFE Charging & Remissions Policy 
v. LIFE Equality and Diversity Policy 
vi. LIFE Finance Procedures Manual 
vii. LIFE Flexible Working Policy 
viii. LIFE Pay Policy 
ix. LIFE Recruitment Procedures  
x. LIFE Reserves Policy 

5 mins  

14 To receive Board & Committee Meetings summary Autumn 2021 
(Attached) 

2 mins  

15 ANY OTHER BUSINESS 
 

5 mins  

16. DATES OF LGB MEETINGS FOR 2021-2022 

– Wednesday 9th February (Rural Primary Governors’ Meeting) 
– Monday 14th March 
– Monday 9th May (HEALTHCHECK) SATs 
– Monday 6th June (inset day) 
– Monday 4th July 

 
All meetings to start at 6pm 

  

 
Meeting concluded at  
 
Mrs L Cutmore, Clerk to the Local Governing Body 



N

A meeting of the Local Governing Body was held by Zoom on
Monday 8th November 2021 at 6.00pm

MINUTES

Invitees: Eve Knightbridge Sarah Bimpong
David Anderton Sharon Harris
Marcia Hagon Greg Brome
Stephen Ley Paul Claydon

In attendance: Linda Cutmore (Clerk)
Denise Broom (Director of Operations)
Thomas Mercer (Trust Finance Manager)

Item Action
1. WELCOME & APOLOGIES -

● Marcia Hagon was unable to attend due to her daughter being unwell
● The Chair expressed condolences on behalf of all the governors

following the death of Trudy Wakeman’s grandson. He also thanked the
Trust for the support they had provided at this tragic time.

2. DECLARATION OF PECUNIARY INTERESTS – Governors are invited to
declare any interest in any item on the agenda for this meeting.  Members may
still declare an interest in any item at any time prior to the consideration of the
matter.

No new declarations were made

3. MINUTES OF THE PREVIOUS MEETING – The minutes of the meeting held
on 20th September 2021 were received and confirmed by Governors present by
a show of hands

4. MATTERS ARISING
There were no actions arising from the minutes
The Chair raised the issue of the lack of participation by one of the governors
and that an annual review had also not taken place because of this. A meeting
will be arranged to try and see what their intentions are moving forward.
6.07 pm - David Anderton and Thomas Mercer joined the meeting

5. SCHOOL DEVELOPMENT PLAN
a. To review the SDP

The Head of School said that the assessments that had taken place before
half term were looking good, however the figures may be affected by 2
‘Traveler’ children recently joining the school who had received little prior
education. Early Years appeared to be a bright cohort and were expected to
perform above the national average, however figures had not yet been
received from Michelle McDowell

1.1. Plans and monitoring were being looked at - during a recent visit from
Roxwell they were pleased with what they saw.

1.2. Melissa has passed on the training
1.3. Everything is now on the portal - there have been a few teething problems

but these have now been ironed out. Access is through the LIFE website -



a decision had been made not to continue with Google Drive due to the
issue of documents being altered.

1.4. Michelle McDowell is keen to lead and the CEO is also keen to have some
in order to ensure the best provision for EYFS. The Head of School stated
that the lesson observations he had undertaken had been impressive.

2.1. Máire had been supporting the Head of School as he had not experienced
SIAMS before. The Head of School informed the board that pupils are able
to articulate what makes Dame Tipping special and understand the concept
and importance of ‘giving back’. Year 6 children have been given roles and
responsibilities, such as looking after younger children or caring for the
environment.

2.2. Rev David has been very helpful and has led 3 assemblies - there will be a
Remembrance themed one this week. Faith Spinks has also visited and
spoken with the children about languages and the experiences of growing
up in different countries. The children have really enjoyed these projects
and there will be a competition run by Faith.

2.3. When Sarah Tate visited recently she had been complimentary about the
progress being made.

2.4. Guidance had been provided on SIAMS and Kerry & Ian Prior had done a
learning walk around the school. They suggested that every shared area
should show that it is a church school. Tim Elbourne also provided advice
and the experience of the inspection at Ford End this week will be
invaluable. Dame Tipping does not appear on the list for a SIAMS
inspection for the rest of this academic year nor the Autumn 2022 term.

6.23 pm - Denise Broom joined the meeting
3.1. Despite the school being in quite an affluent area, there are a high

percentage of Pupil Premium students. The Head of School and SENDCo
have been looking at targeted support for these children - there is a large
take-up in the after school clubs by these children. Staff are aware of which
children are Pupil Premium and Pupil Progress meetings are planned for
this term. PP children are doing well against their objectives - in fact
children in Y6 & Y2 are out-performing their peers. However PP children in
Y3 are a bit behind and there will be a focus on this.

3.2. The Head of School explained that there would be a focus on planning
engaging units of work with ‘hook’ lessons to draw the children in and make
their learning more memorable. A pantomime trip to Brentwood Theatre is
also planned for students and will be linked to the curriculum.

3.3. Parents had asked for improved extra-curricular clubs and a new range has
been introduced, however they have not all been as well attended as had
been hoped. Sports clubs were not always suitable for a broad age range
and take up amongst selected years was not always sufficient, so some of
the clubs are running at a loss. The Head of School explained that a letter
would be circulated to parents asking for suggestions for clubs. The focus
was mainly on sports clubs at the moment and the Head of School was
hoping to introduce a theatre club and maybe drumming.

4.1. Melissa McDowell leads on reading and there will be an inset on
Wednesday
The Chair asked for approval of the SDP and this was agreed by a show of
hands.

The Chair asked why pupil behaviour had not been included in the SDP
and the Head of School explained that the next 3 weeks of inset would
concentrate on this. The CEO and Head of School were working together
on a clear model for behaviour that would then be rolled out to the rest of
the Rural Primaries.



6. STAKEHOLDER FEEDBACK (from formal sources)
a. Pupil
b. Parent Survey

The Head of School explained that the timing of the surveys was not
good and the negative responses were as a result of COVID. Parents
had asked for a bigger range of extra-curricular clubs and in the spring
there will be less focus on sport with trios and visitors to the school
planned. The Head of School has been circulating a weekly newsletter
to all parents and updating Twitter however parents do not appear to
engage with this platform and prefer to use ‘Dojo’, which teachers were
using during lockdown.
Parents had also asked for more homework - projects will be set so the
children can do as little or as much as they wish.

6.40 pm -  Julian Dutnall joined the meeting
The Head of School said that parents seemed to like to use ‘Dojo’ to
communicate with the school - it had been used a lot during lockdown
and Twitter is not as popular. It was important for teachers to manage
parents’ expectations so they would not expect responses to messages
sent out of school hours.
Sarah Bimpong asked about where the school stood on provision for
pupils before and after school who had working parents. The Head of
School explained that with the small number of pupils it was not cost
effective. There is a breakfast club from 7.30 am and extra-curricular
clubs after school last until between 4 & 4.15 pm, however, with prior
arrangement, this could be extended until 4.30 pm. Sarah Bimpong
asked if this could be something that the Trust would consider in the
future - maybe using one of the rural schools with transport between
them.

c. Staff Survey
Behaviour has been a big issue with 50% of the staff thinking that it
needed to improve, so this would be a good position to start from. Now
that the SDP has been ratified the priorities will be made clear to all staff
and this will help with the changes moving forward. Staff are proud of
the school and want to help to improve it. The Head of School said that
he felt that some of the ‘don’t know’ responses in the survey were
because staff had not had experience of that particular situation rather
than a gap in their knowledge of the school. There will be another survey
in February to see if there have been any significant changes. It was felt
that the low score for ‘meeting the pupils needs’ was down to a lack of
IEPs. Resourcing was also an issue amongst staff, with a lower score
than in the previous survey, however this was often an issue with small
schools but would be investigated. The Head of School was going to
look further into the figures to see if the scores had been affected by a
single member of staff and he intends to get to know staff better and
uncover any issues.
Smart boards will be installed in classrooms in the next few weeks and
inset will be provided. They work similarly to the existing boards but are
bigger.
The Chair said that the results of both surveys had been interesting but
as they would have been affected by COVID so were not a true
reflection of the school
Sharon Harris asked if governor visits could now take place and Julian
Dutnall explained that these were now possible but should not be used
to judge or observe lessons



d. Governor
e. Trust
f. External

7 OPERATIONS UPDATE
a. Finance

i. Budget overview as at 30/9/21
Thomas Mercer explained that the revised budget would be approved
in the next few days and that this would tidy up the many of the red
figures in the variance column. There had been heavy expenditure on
various non-staff costs during P1, however this would even out over
the year and there were no real concerns. Additional SEN expenditure
and provision may impact on expenditure moving forward

7.12 pm Thomas Mercer left the meeting
b. Premises (Verbal)

Denise Broom advised that the Condition Survey had taken place during
the previous week and was a criteria for the new CIF bid for improving
the playground provision. They had looked at previous feedback and the
bid would be resubmitted by 15th September. The rules had tightened
and the project would be put out to tender in order to gain more points.
Investigations were taking place regarding moving a wall between a
classroom and the hall - this would mean students would no longer need
to use the class for access, which would also have a beneficial effect on
behaviour. The space in the hall would be increased which would also
be beneficial as there was limited space for lunches. A health and safety
audit had taken place and the results were expected by the following
week,

c. HR (Verbal)
Denise Broom explained that a new SENCO had been appointed to
replace Annabel North and that the role would be shared between
Benhurst and Dame Tipping. Rachel Roe (agency classroom teacher)
would remain in place for the remainder of the academic year. A cleaner
had resigned and a decision had been made to use an agency going
forward. This works. well with absences, as cover is provided, and a
reliable agency had been found.

8.

LGB SPECIFIC ITEM
The Chair asked if there would be an increase in the information
available for governors on the portal - school specific information, such
as the SDP, would be beneficial for the board

9. POLICIES – (Attached as a separate pdf in the Agenda folder on the Governor
portal)

The following local policies were approved by the LGB with a show of hands.

● Admission Policy 2023-24
● Home School Agreement

The following Trust level policies were noted by the LGB:

● LIFE Leave of Absence Policy
● LIFE Discipline and Dismissal Procedures
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BOARD INFORMATION
Julian Dutnall explained that Maire O’Regan would be focusing on the
rural primaries for the remainder of the academic year while he would be
working with the Head of School at Dame Tipping. Meetings with the
Head of School had already taken place and they had spoken about
behaviour, moving the wall and other issues.
Board meeting summaries will be shared with the LGBs and the weekly
bulletin continues to grow and inform.
The Chair raised the issue of behaviour again and it was felt that this
would improve with the Head of School moving from teaching class 5/6
to Class 3/4 as he would no longer be teaching full time

7.28 pm David Anderton left the meeting

12

ANY OTHER BUSINESS
Sharon Harris asked the Head of School if swimming lessons would be
made available to the pupils again. He explained that this was being
looked into but had not been included in the budget. No decision had yet
been made on which year group would be proffered lessons nor the
length or cost.

13 DATE OF FUTURE MEETINGS

– Monday 24th January (HEALTHCHECK)
– Wednesday 9th February (Rural Primary Governors’ Meeting)
– Monday 14th March
– Monday 9th May (HEALTHCHECK)
– Monday 16th May (Budget & School Development Plan)
– Monday 6th June
– Monday 4th July

All meetings start at 6pm.

Meeting finished at 7.35 pm

Mrs L Cutmore, Clerk to the Local Governing Body
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Human Resources Healthcheck report for Pay & Personnel Committee        
School Name: Dame Tipping C of E Primary     Term to which this Healthcheck applies:       Summer         Autumn         Spring  
                           2021   2021           2022 
Completing the Healthcheck: 

1. For each of the 3 sections that follow, the school should complete a draft response, to include brief detail, data and explanation and a proposed 
rating. This should be sent to the link Governor and the Director of Standards a week in advance of the meeting. Additional data and examples may 
be made available for scrutiny at the meeting. Relevant information from the previous Healthcheck should be retained; out-of-date- information 
should be delete; changes or new information should be highlighted in YELLOW.  

2. The link governor and/or Director of Standards will meet with the school representative to interrogate the document, scrutinise evidence, agree 
the proposed rating and agree how much and which evidence should be presented to the LGB (Local Governing Body).  These meetings may be 
held in person or virtually and may be preceded by email exchanges regarding the draft content 

3. Where any category is not rated Green, a brief outline of actions being taken should be included; if any category is rated Red, a separate 
exception report should be provided. 

4. The final Healthcheck draft as agreed with the link governor must be completed in time to be sent out to governors with other paperwork one 
week in advance of the LGB meeting. Having read this, governors should try to send any questions arising to the clerk for circulation in advance of 
the meeting. When possible, it is the link governor who should raise the Healthcheck at the LGB meeting, with the member of school supporting.  
This should not involve reading or summarising the whole document; only significant issues, or questions to be answered, should be raised.     

5. At the LGB meeting, governors should scrutinise the Healthcheck and any evidence presented to satisfy themselves that they can confidently 
agree the proposed rating (or, when appropriate, to amend it). A brief summary of any discussion or questions asked at the LGB will be added to the 
Healthcheck commentary by the clerk, from the minutes of the meeting, and returned to the school ready for the next update. 

6. Once agreed, the final Healthcheck should be sent to the Clerk of the Trust Board; ready to be forwarded to the next relevant Committee. 

Rating: 
Green suggests the school is highly effective in this measure (A strength of the school; Ofsted Good or better) 
Red suggests the school is not yet effective in this measure (An area for development for the school; Ofsted RI or worse) 
White suggests the school is effective in this measure but is working to improve it (Broadly average; not yet confidently Ofsted Good) 
Draft Healthcheck completed by: Vicky Smith (School Representative)  

Meeting to confirm the Healthcheck with: Stephen Ley, Greg Brome, & Vicky Smith (LIFE Exec/Link Gov) on 17th January 2022 

Healthcheck presented to and agreed by the LGB on: 24th January 2022 (Date) 

   

 Completion Date: May 

2021 

Sep 

2021 

Jan 

2022 

May 

2022 

H1 Staffing Sufficiency G G G  

H2 Legal, Disciplinary, 

Grievances or 

Capability Issues 

G G W 

 

H3 Development G G G  
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H1 – Staffing Sufficiency 
 

Rating: RED 
 

WHITE 
 

GREEN 
 

Guiding questions: 
H1.1 Is there evidence that a secure and cost effective staff structure is in place? 
H1.2 Has the staffing structure been reviewed in the past 12 months with a clear rationale for it? 
H1.3 Is there evidence that the school structure has been benchmarked against successful models? 
H1.4 Are governors confident that those leaving have been suitably replaced with little likely detrimental impact on student outcomes or  
         staff morale? 
H1.5 Are governors confident that all steps have been taken to fill any vacancies and that plans are in place where there are current  
         unfilled roles? 
H1.6 Are governors confident that all necessary checking processes have been conducted? 
H1.7 Is the single central record up to date? 
H1.8 Are sickness absence trends improving and above comparative averages or is appropriate rationale provided for any negative  
         trends? 
H1.9 Is any potential impact on student outcomes being monitored and addressed appropriately? 

School’s information and narrative: (to include actions and impact since last Healthcheck)  
H1.1 Yes, Secure cost effective staffing structure in place for September 2021 which was reviewed and approved by the Pay and Personnel 
form on the 22nd June 2021 This includes a new Leadership structure. 
 
H1.2 Yes. The staffing structure was reviewed in the summer term, a new Leadership structure consisting of an Executive Headteacher and 
Head of School would be implemented from September 2021. The new structure provides an Executive Headteacher who oversees Rural 
Primary schools in addition to providing support for the Head of School. A new Head of School was successfully appointed in the summer term 
following the resignation of the existing Acting Headteacher, The structure was approved by Pay and Personnel on 22nd June 2021. 
The existing SENDCO submitted her resignation to leave the school at the end of the Autumn Term, which gave the school the opportunity to 
review and assess the need of the SENDCO role within the school. A new SENDCO was appointed on the Leadership scale in the Autumn tern 
to join the school at the start of the Spring Term. Working across two Trust schools, Dame Tipping and Benhurst, an increase in time to twos 
days a week would be covered at Dame Tipping providing an additional day of SEND support. In addition also supported the Head of School.  
 
H1.3 Yes, the school is benchmarked with the same Leadership and office model as the other Rural Primary schools within the Trust. 
 
H1.4 Five members of staff left during the summer term, three members of teaching staff and two members of support staff, equating to 27.8% 
of the existing staff at the beginning of the academic year 2020/2021. One member of support staff left for personal reasons and the other for a 
promotion in a new school. Two members of teaching staff left for a change in career and the third for a different role in another school. Trust 
HR Manager meets with the Acting Headteacher fir the monthly HR Meetings, last meeting held on 2nd July 2021. 
One member of Teaching staff in the SENDCO role left in the Autumn term. This position was successfully appointed in the Autumn Term to 
start at the beginning of the Spring Term. The new member of staff will be working an additional day a week at the school. One member of 
support staff left the school in the Autumn Term from their role as a cleaner. A cleaning contract with a cleaning company Integra has been 
secured by the school, this supports holiday and sickness cover to ensure a cleaner is always available. Exit interviews were conducted with 
the staff prior to them leaving by the Head of School. The latest staff survey results from the Autumn Term 2021 showed a decrease in staff 
morale with 75% feeling staff morale was good, from 100% in Autumn Term in 2020. 5.7% below the 80.7% Trust average. For the second year 
an impressive 100% of staff were proud to be a member on the school, 2.6% above the Trust average and 97.7% of staff were proud to be part 
of the Trust, 9% above the result in Autumn Term 2020 and 2.2% above the Trust average. The Trust HR Manager and HR Advisor meet with 
Head of school for HR monthly meetings, where any concerns are raised and discussed. The last meeting was held on 14th December 2021. 

Browne Jacobson 

Response to CST Member Queries December 2021.pdf
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H1.5 TES annual subscription with the Trust which enables unlimited adverts.  In addition to TES, both teaching and support staff roles are 
advertised on Havering School jobs and teaching staff on the DfE vacancies website. All vacancies are advertised on the Trust and school’s 

own website. Vacancies are posted on LinkedIn and shared on social media to attract a wider field. There are no outstanding vacancies. 
All vacancies for September 2021 were successfully appointed with no current vacancies for the Autumn Term. SENDCO successfully 
appointed in the Autumn Term to join the school at the start of the Spring Term. 
 
H1.6 Yes. All new starter pre-employment checks for any new members of staff joining the school are conducted centrally by the Trust HR 
team.  Candidates have a conditional offer sent and their pre-employment checks completed, Regular communication and updates are 
maintained with the Head of School. A central shared HR area has been created where the Head of School, Office Administrator and HR Tea 
have shared access to documents and the SCR. Checks that require renewal are managed at school level and audited by the Trust HR 
Manager once every half term. Chair of Governors audits the SCR once a term, audit for the Summer Term to be arranged. A Governor file, 
containing all required information is now set up and complete. Pre-employment checks for new members of staff joining the school in 
September 2021 had a conditional offer sent and their pre-employment checks completed by the Trust HR team prior to a contract being 
issued. Chair of Governors continues to audit the SR to ensure that checks are complete, last audit completed. 
The member of staff joining the school at the start of the Spring Term has their pre employment checks completed during the Autumn term by 
the central HR Team.  
 
H1.7 Yes. Trust standardised template is used across all schools within the Trust, colour coding is in place for those members of staff leaving 
and those due to join the school. Key information is added as pre-employment check results are received. Audits carried out by the Trust HR 
Manager identify any gaps that need to be actioned. All information held on the SCR reflects that on personnel files, spot checks are carried out 
to ensure this. Single Central Record is a live document that is continuously updated as staff join and leave, additional checks that are required 
every 3 years are reviewed a month in advance of expiry. Audits of the SCR are conducted half termly by the Trust HR Manager and reviewed 
frequently by the HR Advisor. Chair of Governors to audit the SCR termly. Actions and findings from those conducting the audits to be recorded 
in the checking sheet. Last audit conducted 3rd July 202, Colour coding in place for those members of staff leaving and those due to join in the 
September 2021, key information added as pre-employment check results were received. All checks up to date and in place. Date to be 
arranged for Chair of Governors and Trust HR Manager to complete an audit in the Autumn Term. 
The Trust HR Manager conducted an audit on the SCR on 16th December 2021. One member of staff highlighted in blue who are due to leave 
at the end of the Autumn Term, to be removed at the start of the Spring Term.  One member colour coded yellow to reflect thy are due to join 
the school at the start of the Spring Term. All staff and Governor DBS checks are up to date and ion place. A new version of the SCR was 
created for the Spring Term and the old version for the Autumn Term was achieved. The date for Chair of Governors to conduct an audit to be 
arranged.  
 
 

H1.8 Robust absence management processes remain in place, which are reflected in the Trust Sickness Absence Management 
Policy. Return to work meetings are held with all members of staff following every absence with the Head of School. OH referrals 
and informal absence review meetings are held when and where necessary with absence improvement plans being put in place. 
Trust HR Manager and HR Advisor meet with the Head of school for Monthly HR meetings where absence is reviewed. Sickness 
absence rates for the Summer Term 2021, between 19th April 2021 and 21st July 2021 are shown in the table below. Figures only 
include staff sickness absence and not absences related to COVID-19 symptoms, self-isolation or shielding. 
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There were 31 days lost for support staff during the summer term, a reduction from 57 in the spring term and a slight increase from 
22 days in the summer term 2018/2019. 14 of these days were due to a member of support staff having a procedure and another 
for member a staff which was monitored. Both members of staff have since returned to school. Teaching staff lost 8 days due to 
sickness absence, an increase from 0 days lost in the spring term 2020/2021 and summer term 2018/2019. 5 of those days were 
for one member of teaching staff with a chest infection. 
 
Sickness absence rates for the Autumn Term 2021 are reflected in the table below. 
 

 
Support staff lost 28.5 days due to sickness absence during the Autumn Term 2021, this was an increase from the 15 days lost in 
the Autumn Term 2020, however, of 28.5 days 21 days were for one member of staff who had suffered from long Covid and had 
been signed off by the GP until they were fir to return to work.  Teaching staff lost 1 day due to sickness absence in the Autumn 
Term 2021, a significant decrease from the 13 days lost in Autumn Term 2021. There is now an impressive four year downward 
trend for the Teaching staff days lost due to sickness absence.  staff with a chest infection. Overall there was a 1.5 days increase in 
total days lost in the Autumn Term 2021, from the 28 days lost in the Autumn Term 2020. 
 
Staff who are absent to Covid 19 related reasons are tracked centrally by the HR Team.  Staff that are affected are required to complete and 
return a staff declaration form to reflect the reason for their absence. Staff who are absent to Covid 19 related reasons are tracked centrally by 
the HR Team.  Staff that are affected are required to complete and return a staff declaration form to reflect the reason for their absence. 
Number shown in the table below reflect the number of staff effected between 19th April 2021 and 21st July 2021.  
 
 
 
 
 
 
 
 
 

 Summer Term 2020/2021 

19th April – 21st July   

Number of Days 

Summer Term 

2019/2020 

School Closure 

Summer Term 2018/2019 
Number of Days 

Teaching Staff 8 N/A 0 

Support Staff 31 N/A 22 

Total days 39 N/A 22 

 Autumn Term 2021 

Number of Days 

Autumn Term 2020/2021 

Number of Days 

Autumn Term 2019/2020 
Number of Days 

Autumn Term 2018/2019 
Number of Days 

Teaching Staff 1 13 28 2.5 

Support Staff 28.5 15 12 35 

Total days 29.5 28 40 37.5 
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Staff who are absent to Covid 19 related reasons are tracked centrally by the HR 
Team.  Staff that are affected are required to complete and return a staff declaration form 
to reflect the reason for their absence. Number shown in the table below reflect the 
number of staff in the Autumn Term 2021. 
 
 
 
 
 
 
 
 
 
 
 
 
The school was hit significantly by Covid in the Autumn Term with a number of staff testing positive and needing to isolate. One member of staff 
then suffered from Long Covid. The staff survey conducted in the Autumn Term 2021showed that 95.4% of staff felt that the school has 
managed the pandemic well. 
 
 
H1.9 The absences continue to be recorded and tracked within the SIMS system by the Administrative Officer, with robust process in place in 
line with the sickness management policy. Return to work meetings are conducted by the Head of School and leave of absence forms 
completed for planned absences. This is reflected in the low number of days lost due to staff absence. Absences are recorded through SIMS so 
reports can be run for analysis, tracking and review.   
Trust HR Manager meets with the Head of school for the monthly HR Meetings where absence is reviewed and any concerns discussed. The 
Trust HR Manager meets with the Head of School for the monthly HR Meetings where absence reports are reviewed and any concerns are 

COVID REASON FOR ABSENCE 
Number 

of 
cases  

NHS Track and Trace 1 

Contact from STUDENT positive case 0 

Contact from STAFF positive case 0 

CEV 1 

Symptom Display 0 

Symptom Display & Positive test 0 

Household Isolation 1 

Medical Appointment 0 

Childcare 0 

Trip Abroad 0 

COVID REASON FOR ABSENCE 
Number 

of 
cases  

NHS Track and Trace 0 

Symptom Display 1 

Symptom Display & Positive test 5 

Positive Lateral Flow 0 

Medical Appointment 0 

Childcare 1 

Trip Abroad 0 
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discussed. The last meeting held on 2nd July 2021. In addition, Trust HR Manager meets with CEO weekly and the CEO and Director of 
Operations fortnightly to discuss any concerns, last meeting held the last meeting was held on 9th July 2021. 
The Trust HR Manager meets with the CEO weekly and monthly with CEO and Director of Operations to discuss any concerns, the last 
meetings were held on 1st and 15th December 2021. The Trust HR Manager and HR Advisor met with the Head of School for the monthly HR 
meeting on the 14th December 2021. 
 

We consider ourselves Green for this section because the school continues to have a complete and cost-effective staffing structure in 
place. Days lost due to sickness absence continue to be monitored. A four year downward trend for Teaching Staff number of days lost due to 
sickness absence. Staff retention for the Autumn Term was good.  
 
 
The main actions required to improve/maintain this rating are … 

• Single Central Record Audits to be continued by the Chair of Governors and Trust HR Manager.  

• Single Central Record to be treated as a live document by the Administrative Support Officer 

• Staff absences to be monitored in line with the Trust Absence Policy by Head of School and Trust HR Manager 

• Return to work meetings to be held following every sickness absence 

• OH referrals and informal absence review meetings to be used when required 

• Covid related absences continue to be tracked centrally  

•  Exit interviews to be conducted by Head of School 

• Trust HR Manager and HR Advisor to support Head of School and Administrative Office with processes and procedures, where 

required 

Additional evidence seen at the Healthcheck meeting: (available to the LGB if requested)  

• Staff Survey results Autumn Term 2021 

• Staff structure 2021 

• Absence report 

• Single Central Record checking sheet 

• Monthly HR meeting agenda and minutes 

• Meeting minutes 

• Exit interviews 

 

Summary of key points of last LGB discussion: 
H1 - Secure cost effective staffing structure in place for September 2021 which was reviewed and approved by the Pay and 
Personnel form on the 22nd June 2021 which includes a new Leadership structure. 
The staffing structure was reviewed in the summer term, a new Leadership structure consisting of an Executive Headteacher 
and Head of School would be implemented from September 2021. The new structure provides an Executive Headteacher 
who oversees Rural Primary schools in addition to providing support for the Head of School. A new Head of School was 
successfully appointed in the summer term following the resignation of the existing Acting Headteacher. The structure was 
approved by Pay and Personnel on 22nd June 2021. 
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The new Leadership structure was implemented in September has been benchmarked against the other Rural Primaries 
within the Trust. Trust HR Manager meets with the CEO weekly and fortnightly with CEO and Director of Operations to 
discuss any concerns, the last meeting was held on 9th July 2021. 
Five members of staff left during the summer term, three members of teaching staff and two members of support staff, 
equating to 27.8% of the existing staff at the beginning of the academic year 2020/2021. All vacancies for September 2021 
were successfully appointed with no current vacancies for the Autumn Term. 
Pre-employment checks for new members of staff joining the school in September 2021 had a conditional offer sent and 
their pre-employment checks completed by the Trust HR team prior to a contract being issued. The Trust HR Manager 
completes an audit every half term, colour coding is in place for those members of staff leaving and those due to join in 
September 2021. 
The Trust HR Manager meets with the CEO weekly and the CEO and Director of Operations fortnightly to discuss any 
concerns. In addition the Trust HR Manager continues to meet with the Head of School and Executive Head for monthly HR 
Meetings where any issues or concerns are raised.  
Sickness absence rates for the Summer Term 2021, between 19th April 2021 and 21st July 2021 for absences not related 
to COVID-19 were 31 days lost for support staff and 8 days for teaching staff, making a total of 39 days - mostly accrued by 
2 members of staff with significant health issues. 
Staff who are absent to Covid 19 related reasons are tracked centrally by the HR Team.  
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H2 – Legal, Disciplinary, 
Grievances or Capability Issues 
 

Rating: RED 
 

WHITE 
xxxx 

GREEN 
 

Guiding questions: 
H2.1 Are governors content that the school has a robust system for dealing with all types of HR issues?  Are there HR policies in place, fit for purpose and being 
followed to deal with this?  
H2.2 Is there evidence that correct processes have been followed in any HR or legal matter? 
H2.3 Are governors satisfied that there is sufficient justification for any settlements that the school has entered into including any  
         payments made? 
H2.4 Are governors satisfied that appropriate HR and legal advice has been taken and adhered to in all necessary situations? 
H2.5 Are governors content that grievance, disciplinary, capability issues and flexible working requests individually or collectively do not reveal concerns for the 
wellbeing or progress of staff or students?  
H2.6 Are governors satisfied that any potential reputational damage to the school has been limited? 
H2.7 Are issues raised by staff being addressed appropriately and effectively? 
H2.8 Are governors aware of staff turnover and destinations of staff leaving?  
H2.9 Are governors satisfied that staff are not being discriminated against protected characteristics (Equality Act 2010)? 

School’s information and narrative: (to include actions and impact since last Healthcheck)  
H2.1 Stone King is the external HR and Legal support for the Trust. The Trust HR Manager and HR Advisor meet with link advisor as and when required. 
The Trust HR Manager and HR Advisor continues to meet with the Head of School for monthly HR Meetings where any issues or concerns are raised, and 
addressed early. The last meeting held on 2nd July 2021. This meeting is in addition to the ongoing support that is provided as and when required. In addition Trust 
HR Manager meets with CEO weekly and the CEO and Director of Operations fortnightly to discuss any concerns, last meeting held the last meeting was held on 
9th July 2021. 
Trust policies to reflect HR processes are reviewed prior to the expiry buy the Trust HR Manager and Stone King for any changes to legislation and improvement to 
practice can be considered, Policies are then reviewed and approved by the Pay and Personnel Committee prior to them being circulated to all Trust staff for a 
consultation period if any changes are made. All Trust policies are saved centrally to allow staff access for their referral. The Trust HR Manager and HR Advisor 
continue to meet with the Head of School for monthly HR Meetings where any issues or concerns are raised and the last meeting was held on 16th December 
2021. This meeting is in addition to the ongoing support that is provided as and when required. In addition, the Trust HR Manager meets with CEO weekly. The last 
meeting was held on the 15th December and the CEO and Director of Operations meet monthly to discuss any concerns. The last meeting was held on 1st 
December 2021. 
 
H2.2 Yes. Stone King is the external HR and Legal support for the Trust who are there to support with HR and Legal matters if and when they arise. It was 
identified in the summer term that a member of support staff was not fulfilling their contracted hours. Advice was sought from the Trust HR Manager who met with 
the member of staff and the Director of Operations to address the matter. The colleagues has since agreed to reduce the number of contracted hours and the issue 
has been concluded. 

No new concerns were raised in the Autumn Term. 
 
H2.3 Chair of Governors to always be consulted on all transactions regarding staff leaving, which includes any settlements, redundancy, and notice periods.  
No settlements have taken place 
 
H2.4 Trust HR Manager meets regularly with Stone King link advisor to update them on any ongoing or new concerns, last meeting held with them on 30th July. 
Trust HR Manager continues to meet with the Acting Headteacher for monthly HR Meetings where any issues or concerns are raised, last meeting held on 2nd July 
2021. This meeting is in addition to the ongoing support that is provided as and when required. In addition, Trust HR Manager meets with CEO weekly and the 
CEO and Director of Operations fortnightly to discuss any concerns, last meeting held the last meeting was held on 9th July 2021. 
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Head of continues to refer all formal matters to the Trust HR Advisor and HR Manager, regular contact remains in place between the HR central team and Head of 
School and Administrative Offer. No new concerns were raised in the Autumn Term 2021. Last HR Monthly meeting held between the HR central team and the 
Head of School on the 16th December 2021.  
 
H2.5 Head of School to have an open door policy which supports staff wellbeing and to identify any issues or concerns at an early stage so they can be supported. 
Staff were reminded of the confidential care that is offered to all Trust staff. Feedback from those staff who have accessed the service have been very positive. 
One member of support staff requested a reduction in their contracted hours to support their personal needs, this was reviewed by the Head of School and Trust 
HR Manager and was agreed.  
The staff survey conducted in the Autumn Term 2021 showed that 67% of staff felt that the school handles staff personal and personnel issues well, this is a 
decrease of 33% from the 100% achieved in Autumn Term 2020. 75% of staff felt that the school was well led and managed, 25% lower than the 100% in Autumn 
Term 2020 and 13% below the Trust average. 75% of staff felt that staff morale was god, a 25% decrease from the 100% in Autumn Term 2020 and 5.7% below 
the Trust average. 75% of staff felt that their workload was manageable, a 19% decrease from the 94.1% achieved in the Autumn Term 2020 and 10.6% below the 
Trust average.  
 
H2.6 Communication with parents is good, newsletters, open evenings and a good use of social media is in place. Staff changes are communicated to all 
stakeholders through the School Newsletter and letters home. Governors are aware of the potential risks to the school’s reputation and deal with such matters 
appropriately and sensitively. There are currently no issues, which cause concern. 
Weekly Newsletter is used to communicate and update parents with information. The student and parent platform DOJO is also used. 
 
H2.7 Weekly staff meeting is held with all staff, the Head of School has an open door policy. Any concerns or complaints raised by staff are investigated and dealt 
with accordingly, following the appropriate approved policy to ensure consistency and compliance.  
Weekly staff meeting continues to be held, during the challenging Covid outbreak in the Autumn Term physical meeting were halted to limit contact. The Head of 
School circulating information art the start of the week for the week ahead in its place. Trust HR Manger has recommended that meetings are also held virtually so 
staff have the opportunity to come together and also raise any points or concerns. The staff survey conducted in the Autumn Term 2021 showed that that 67% of 
staff felt that the school handles staff personal and personnel issues well, this is a decrease of 33% from the 100% achieved in Autumn Term 2020. Trust HR 
Manager and HR Advisor continue to meet with the Head of School for monthly HR meetings where any concerns or issues are shared. Last meeting held 16th 
December 2021. 
 
H2.8 Five members of staff left during the summer term, three members of teaching staff and two members of support staff, equating to 27.8% of the existing staff 
at the beginning of the academic year 2020/2021. One member of support staff left for personal reasons and the other for a promotion in a new school. Two 
members of teaching staff left for a change in career and the third for a different role in another school. Trust HR Manager meets with the Acting Headteacher fir 
the monthly HR Meetings, last meeting held on 2nd July 2021. 
One members of Teaching Staff left during the Autumn Term 2021due to personal reasons, their resignation had been submitted at the end of the Summer Term. 
 
H2.9 The school can demonstrate that staff are not being discriminated against the 9 protected characteristics, as there is no evidence, grievances or complaints 
reflecting them. The school includes a paragraph in all adverts relating to equality. A Skills Audit is conducted fairness in new roles, to ensure fairness and that all 
are treated equally. 
 

We consider ourselves White for this section because although strong systems and processes remain in place between the school and the central team; there 
are opportunities to improve some staff focused areas following the staff survey in the Autumn Term 2021. An additional staff survey will be conducted during the 
Spring Term.   
The main actions required to improve/maintain this rating are … 

• Additional staff survey to be conducted in the Spring Term 

• Trust HR Manager to continue to arrange a scheduled monthly meeting with Headteacher in addition to ongoing communication 
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• Trust HR Manager is point of contact for Headteacher and Acting Assistant Headteacher 

• Communication with parents to continue to be good and maintaining the good relationship 

Additional evidence seen at the Healthcheck meeting: (available to the LGB if requested)  

• LGB minutes 

• Staff survey results from Autumn Term 2021 & 2020 

• Adverts and job descriptions 

• OH referrals/ reports & phased return plans 

Summary of key points of last LGB discussion:  
H2 - It was identified in the summer term that a member of support staff was not fulfilling their contracted hours. Advice was sought from the 
Trust HR Manager who met with the member of staff and the Director of Operations to address the matter. The colleague has since agreed to 
reduce the number of contracted hours and the issue has been concluded. Trust HR Manager meets regularly with Stone King link advisor to 
update them on any ongoing or new concerns, last meeting held with them on 30th July. Amy has an open door policy and Stephen Ley 
continues to do so and this gives a nice feeling around the school. 
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H3 – Development 
 

Rating: RED 
 

WHITE GREEN 
 

Guiding questions: 
H3.1 Does staff development information show relevant, fairly distributed and cost effective training for both teaching and support staff? 
H3.2 Is evidence in place of succession plans for all key roles? 
H3.3 Do effective staff have opportunities for progression at the school? 
H3.4 Is INSET training being used effectively by the school to raise standards and deliver school development priorities?  
H3.5 Is there evidence that training and intervention are leading to improvement in the quality of leadership, management, teaching and  
         learning?  
H3.6 Is there evidence of staff satisfaction in the school and how is this measured?  
H3.7 Are governors aware of the appraisal process, how is performance managed, is there evidence from staff that they feel supported with any appeals being 
addressed appropriately? 

School’s information and narrative: (to include actions and impact since last Healthcheck)  
H3.1 New starters that join the school to complete review meetings with their line manager during the probationary period. This ensures any concerns or needs are 
identified and addressed. Collaborative training across the rural schools shares best practice. CPD and staff training recorded within the Bluesky training system to 
help support staff objectives and appraisal. Trust HR Manager continues to meet with the Acting Headteacher for monthly HR Meetings to discuss training needs, 
planned training and development opportunities, last meeting held on 2nd July 2021. Training continues to be put onto the Bluesky performance management 
system. 
External training requests are submitted to the Head of School for review. Trust HR Manager and HR Advisor met with the Headteacher on the 16th December. 
 
H3.2 The Headship structure for 2021/2022 was approved by Pay and Personnel Committee in June 2021. Trust HR Manger to have regular contact and support 
the Office Administrator in their role. Any gaps in knowledge to be support and addressed.  
New SENDCO on the Leadership scale was appointed in the Autumn Term who joins the school at the start of the Spring Term, they will be working an additional 
day a week providing an extra day from the previous colleague. 
 
H3.3 94% of staff felt that the school makes appropriate provision for their professional development, an 8% increase from the survey conducted in the Spring 
Term 2020 and 7% above the Trust average. 
Of the existing staff 1.99% of staff have had an internal promotion where opportunities for them to develop have been successfully secured. 
 
H3.4 A detailed training schedule for the summer term was put in place and delivered to staff.  
A training schedule for the Autumn Term 2021, can be found as an appendix 
 
H3.5 Lesson observations continued to be completed by the Acting Headteacher during the Summer Term. From September the Executive Headteacher and Head 
of school would complete lesson walks using the LIFE template. 
The Head of School confirmed that a Learning Walk is conducted twice a week by the Head of School, any generic feedback is given to staff at the staff meeting, 
any feedback relating to an individual colleague is feedback 1-2-1 confidentially. Lesson Observations are conducted by the Head of School and Rural Primary 
subject leaders. All feedback is given confidentially to the individual. This focuses on good practice and identifies behavioural concerns. They help to measure the 
impact of staff training previously delivered. 
 
H3.6 The Staff survey results from Autumn 2021 showed that for the past three years an impressive 100% were proud to be a member of staff at the school, 2.6% 
above the Trust average and 91.7% were proud to be a member LIFE Education Trust, a 10% increase from the result in 2020. 100% felt that the school had a 
clear vision and core values, consistent with the result achieved in 2020/ 75% of staff felt that the morale was good, a decrease of 25% from the result in Autumn 
Term 2020. For the second year 100% of staff felt that their contribution to the school was valued, 16.3% above the Trust average and 92% felt that they had the 
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opportunity to raise suggestions and concerns, an 8% decrease from 100% achieved in Autumn Term 2020, but still 5% above the Trust average. Since the start of 
the academic year only one member of Teaching Staff has left the school. This was for personal reason and the resignation was submitted at the end of the 
Summer Term. 
 
H3.7 Bluesky performance management system is used to record and manage the appraisal process within the Trust as reflect in the Trust Appraisal policy.  
Three members of teaching staff are eligible to apply for threshold this year with the application deadline of 31st October 2021. One member of teaching staff will 
increase automatically on the main scale.  
Teacher Appraisal meetings were held in the Autumn Term with the Head of School where previous targets were reviewed and objective setting for 2021/2022 
were discussed and agreed. Appraisal meetings have been reflected in Bluesky. Of the three staff who were eligible for pay progression none submitted 
applications. Support staff Appraisals to be scheduled for review of the 2021 targets and setting of new 2022 targets in the Spring Term. Meetings will be held by 
the Head of School. 

We consider ourselves Green for this section because a robust Appraisal system is being followed using the Bluesky tool. The school works with other 
rural primary schools to share practice through joint training schedule.  Lesson observations and Learning Walks are being conducted. Teacher appraisal meetings 
held in the Autumn Term.  
 
The main actions required to improve/maintain this rating are … 

• To maintain high standards and maintain the training with new staff  

• Additional staff survey to be conducted in the Spring Term 2022 

• Support Staff Appraisal meetings to be scheduled and held 

• Detailed training programme to remain 

• Review staff retention 

• Trust HR Manager and HR Advisor to continue to hold monthly meetings with the Head of School 

Additional evidence seen at the Healthcheck meeting: (available to the LGB if requested)  

• Bluesky support guide 

• Bluesky reports 

• Staff survey results Autumn Term 2021  

• Staff training timetable 

• Pay progression applications 

• Staff survey 2020 / 2021 

Summary of key points of last LGB discussion:  
H3 - Three members of the teaching staff are eligible to apply for threshold this year. They are required to provide 2 years of evidence with the 
application deadline of 31st October 2021, so far nobody has applied. Vicky had made contact with the individuals, one had said they had no 
intention of applying and she had yet to hear from the other two. 
 
Vicky said that the files had all been checked and the school was in a very good place. Denise said that the budget had assumed that the 
teachers would be applying for threshold, so any who did not apply would be a saving for the school. However the support staff increase had 
yet to be agreed - the budget had allowed for an increase of 1% but at the moment an increase of 1.75% is under negotiation. 
 

Governors agreed a RAG rating of GGG by a show of hands 
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Rag rating GGG 

 



 

Training Calendar Autumn 2021 
 
 

Autumn 1 – SIAMS, Subject Leader and Phase Coordinator Development and Assessment  

Date 
 

Where Who Event Leader 

1st September Roxwell ALL RP staff INSET day for the rural primary schools, including a welcome, the new curriculum, 
networking for the subject and Phase Coordinators and planning RE 

MOR, MB, 
SC (RE) 

8th September Roxwell RP Teachers SIAMS training and meeting in phase groups MOR, SC 

15th September   No staff meeting. In lieu of ‘Meet the teacher’ in MPS  

16th September Zoom Subject leaders Subject Leader training MOR, MB 

22nd September Own sch Teachers SIAMS follow up HOS 

29th September Own sch Teachers Data HOS 

6th October Own sch Phase coordinators Data staff / phase leaders MOR, MB, 
LO 

13th October Own sch Teachers Data  HOS 

20th October Own sch Teachers Parent’s evening  

Autumn 2 – English and Subject Leader Development  
 

3rd November F End Subject leaders 4RP Subject leaders MOR 

10th November Own sch RP Teachers Own School meeting - Curriculum HOS 

17th November Own sch Teachers Own School meeting - Curriculum HOS 

24th November Own sch Teachers  Own School meeting - Curriculum HOS 

1st December Zoom/Own 
sch 

Subject Leaders  
Teachers 

4RP Subject Leaders (on Zoom) followed by own school meeting – Data  MT/HOS 

8th December MPS Teachers Writing moderation MT 

15th December Own sch Teachers Own School meeting - Data HOS 

 



 

Dame Tipping November 2021 Month End Report 

At the end of November 2021 the overall variance was a surplus of £24.8k 

This report highlights variances over 5% against budget. 

Income 

There is a surplus variance of £4.6k for the period ending November 2021. 

ESFA / Core Income 

 There is a slight increase of £2.2k in ESFA funding against the revised budget. 

 Other Income 

 Clubs income is £1.5k higher than budgeted as more clubs have been opened since the revised budget was 

agreed.  

Expenditure 

There is an overall underspend of £20.1k for the period ending November 2021. 

Staff Costs 

 There is an underspend on staff costs of £4.7k, this includes £1.6k of back dated salary rises and the 

overspend of teachers’ salaries of £3.1k which is being recouped.  There is an underspend on agency staff of 

£5.1k  

Other Occupational Costs 

 Maintenance of premises is underspent by £1.5k 

 Energy bills are underspent by £1.1k as the invoices received only relate to mid October 2021 

 Health and Safety is underspent by £1.9k as we are awaiting the annual invoice for the SLA from Havering 

Educational Supplies and Services 

 IT consumables is overspent by £1.8k this is due to profiling and will be amended 

 Professional fees are underspend by £3.5k in professional services this relates to the primary sports 

provision which has yet to be spent 

 Catering is underspent by £5.6k due to outstanding invoices and a refund of £2k relating to the furlough 

grant in the 2020/21 academic year 

 

Revised Budget Financial Summary as at 30th November 2021 

Reserves b/f 2020/21 £  15,729 

Income for the year 2021/22 £719,603 

Expenditure for the year 2021/22 £719,149 
Current Forecast Surplus @ 31/08/2022   £   16,183 

 



SPENT

Actual REVISED 
BUDGET 2021-

2022

Variance Actual REVISED 
BUDGET 2021-

2022

REVISED 
BUDGET 2021-

2022

Forecast (%)

Income

A0 - GAG funding 45,942.45 45,277.00 665.45 152,188.75 149,938.00 591,038.00 593,288.75 25.75 %

A2 - Other Govt Grants 16,327.62 16,112.00 215.62 45,375.99 45,507.00 118,956.00 118,824.99 38.15 %

A3 - Private Sector Funding 80.00 - 80.00 80.00 - - 80.00 -

A4 - Other Income 1,795.67 874.00 921.67 5,060.34 2,621.00 9,609.00 12,048.34 52.66 %

Total Income 64,145.74 62,263.00 1,882.74 202,705.08 198,066.00 719,603.00 724,242.08 28.17 %

Expenditure

Staffing Expenditure

B0 - Teaching Staff 24,729.58 23,813.00 (916.58) 74,535.22 71,439.00 285,762.00 288,858.22 26.08 %

B1 - Educational Support Staff 13,637.33 13,869.00 231.67 40,956.64 41,607.00 166,444.00 165,793.64 24.61 %

B2 - Premises Staffing 813.00 802.00 (11.00) 2,439.00 2,406.00 2,406.00 2,439.00 101.37 %

B3 - Admin Staffing 3,194.67 3,195.00 0.33 9,584.01 9,585.00 38,346.00 38,345.01 24.99 %

B4 - Other Staff 681.37 1,377.00 695.63 2,051.11 4,131.00 16,526.00 14,446.11 12.41 %

B5 - Agency Staff 688.00 2,520.00 1,832.00 2,380.80 7,560.00 30,250.00 25,070.80 7.87 %

B6 - SLT Staff Costs - - - - - - - -

Total Staffing Expenditure 43,743.95 45,576.00 1,832.05 131,946.78 136,728.00 539,734.00 534,952.78 24.45 %

C0 - Maintenance of Premises 578.21 1,038.00 459.79 1,609.05 3,114.00 12,475.00 10,970.05 12.90 %

C1 - Other Occupational Costs 932.66 1,030.00 97.34 150.29 3,090.00 20,323.00 17,383.29 0.74 %

D0 - Educational Supplies and Services 1,785.69 3,712.00 1,926.31 9,278.70 11,136.00 43,731.00 41,873.70 21.22 %

E0 - Other Supplies and Services 6,840.65 8,469.00 1,628.35 16,532.13 24,007.00 91,286.00 83,811.13 18.11 %

F0 - ICT Costs (Non Capital) - 633.00 633.00 1,085.92 1,899.00 7,600.00 6,786.92 14.29 %

G0 - Staff Development 110.00 333.00 223.00 209.00 999.00 4,000.00 3,210.00 5.23 %

H0 - Other GAG Expenses - - - - - - - -

I0 - Depreciation - - - - - - - -

Total Other Expenditure 10,247.21 15,215.00 4,967.79 28,865.09 44,245.00 179,415.00 164,035.09 16.09 %

Total Expenditure 53,991.16 60,791.00 6,799.84 160,811.87 180,973.00 719,149.00 698,987.87 22.36 %

Surplus / (Deficit) excl. Capital 10,154.58 1,472.00 8,682.58 41,893.21 17,093.00 454.00 25,254.21

Notes to the Management Accounts

Capital

Capital Income

W0 - Capital Income - - - 4,340.00 - - 4,340.00 -

Total Capital Income - - - 4,340.00 - - 4,340.00 -

Capital Expenditure

W1 - Capital Expenditure - - - 4,340.00 - - 4,340.00 -

Total Capital Expenditure - - - 4,340.00 - - 4,340.00 -

Total Capital Funds - - - - - - - -

Surplus / (Deficit) inc. Capital 10,154.58 1,472.00 8,682.58 41,893.21 17,093.00 454.00 25,254.21

Reserves b/f Surplus / (Deficit) - 2020/21 15,729 

Income for the Year 719,603 

Expenditure for the year 719,149 

Contribution to Capital/CIF Projects

Reserves c/d Surplus/(Deficit) 16,183 

Restricted 3% - Core Income / GAG 16,183 

DAM - Dame Tipping Primary School
CURRENT PERIOD YTD TOTALS FULL YEAR

Variance

Management Accounts Report November 2021
Click to return

Selection Criteria:  
Company(s) - Standard Academy V6 ; Location(s) - DAM - Dame Tipping Primary School ; Period -  2021/22.03 ; Year End Period(s)  - None ; Budget - REVISED BUDGET 2021-2022  ; Comparative Budget - None ;  Cost Type(s) - As Selected ; Activities - As 
Selected ;  Include Commitments  - No ;  Show Detail Lines -  Hide ; Show Current Period Section - Yes ;  Show Location As -  Non-Consolidated

Open Account Enquiry
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Finance Healthcheck report for Finance & Facilities Committee 
               
School Name: __ _ Dame Tipping ___ Term to which this Healthcheck applies:     Summer   Autumn   Spring    
                         2021 2021     XX 
Completing the Healthcheck: 
1. For each of the 3 sections that follow, the school should complete a draft response, to include brief detail, data and explanation and a proposed rating. 
This should be sent to the link Governor and the Director of Standards a week in advance of the meeting. Additional data and examples may be made 
available for scrutiny at the meeting. Relevant information from the previous Healthcheck should be retained; out-of-date- information should be delete; 
changes or new information should be highlighted in YELLOW.  
2. The link governor and/or Director of Standards will meet with the school representative to interrogate the document, scrutinise evidence, agree the 
proposed rating and agree how much and which evidence should be presented to the LGB (Local Governing Body).  These meetings may be held in person 
or virtually and may be preceded by email exchanges regarding the draft content 
3. Where any category is not rated Green, a brief outline of actions being taken should be included; if any category is rated Red, a separate exception report 
should be provided. 
4. The final Healthcheck draft as agreed with the link governor must be completed in time to be sent out to governors with other paperwork one week in 
advance of the LGB meeting. Having read this, governors should try to send any questions arising to the clerk for circulation in advance of the meeting. 
When possible, it is the link governor who should raise the Healthcheck at the LGB meeting, with the member of school supporting.  This should not involve 
reading or summarising the whole document; only significant issues, or questions to be answered, should be raised.     
5. At the LGB meeting, governors should scrutinise the Healthcheck and any evidence presented to satisfy themselves that they can confidently agree the 
proposed rating (or, when appropriate, to amend it). A brief summary of any discussion or questions asked at the LGB will be added to the Healthcheck 
commentary by the clerk, from the minutes of the meeting, and returned to the school ready for the next update. 
6. Once agreed, the final Healthcheck should be sent to the Clerk of the Trust Board; ready to be forwarded to the next relevant Committee. 
 
Rating: 
Green suggests the school is highly effective in this measure (A strength of the school; Ofsted Good or better) 
Red suggests the school is not yet effective in this measure (An area for development for the school; Ofsted RI or worse) 
White suggests the school is effective in this measure but is working to improve it (Broadly average; not yet confidently Ofsted Good) 
 

Draft Healthcheck completed by: ___Louise Anderson___ (School Representative)  
Meeting to confirm the Healthcheck with: ___ Greg Brome ___ (LIFE Exec/Link Gov) on ___  17th January 2022__ (Date) 
Healthcheck presented to and agreed by the LGB on: __24th January 2022_ (Date) 
  

  Completion Date: 
Sept 
2020 

Jan 
2021 

May 
2021 

Sept 
2021 

Jan 
2022 

May 
2022 

F1 Viability W W G G G  

F2 Probity G G G   G G  

F3 
Knowledge, Understanding, 
Planning & Procedures 

G G G   G 
G  
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F1 – Viability Rating: RED 
 

WHITE 
 

GREEN 
X 

Guiding Questions:  
F1.1 Are Governors aware of the budget setting process?  Has the Academy set an in year balanced budget? 
F1.2 Is there evidence of a 3-year financial forecast. Does this include realistic assumptions and pupil number estimates?  
F1.3 Have Governors received the audited accounts? Does this illustrate that the Trust is a ‘going concern’?  
F1.4 Are Governors aware that the Trust financial statements include the publication of executive pay which must also be included on the Trust 
website? 
F1.5 What evidence is available to Governors to demonstrate that monthly management accounts are produced which include a variance report?  
F1.6 Do Governors receive termly pupil numbers and projections? 
F1.7 Have any legal cases been lodged against the school?  Has the potential financial implication been accounted for?  

AFH 
2.10 
2.1.1 

1.14,2.8.1 
2.32 
2.19 

 
2.18 

2.12 
School’s information and narrative – (to include actions and impact since last Healthcheck) 
 
F1.1  

• A balanced budget for 2021/22 is currently being compiled.  Thomas (Head of Finance), Amy Holmes (Headteacher), Marcia Hagon (Link Finance Governor), Greg 

Brome (Chair of Governors), Denise (Operations Director) will meet to discuss the first draft of the budget.  This will be presented for approval by the Finance and 

Facilities Committee on 8th June, and will be presented to the LGB in the July meeting.  We have received the GAG statement on 23rd February 2021 and the above 

process is being followed to prepare the new budget. 

• The school’s proposed 2021/22 balanced budget recommended to the Board of Trustees by Finance and Facilities Committee were approved on the 10th July 2021. 

• The school’s revised 2021/22 balanced budget recommended to the Board of Trustees by Finance and Facilities Committee were approved on the 16th November 

2021 

F1.2  

• The 3-year forecast is compiled by the Trust on the basis of the current budget and forecast outturn. All known assumptions are included.  

• A new 3-Year Budget Forecast was approved on 16th November 2021 

F1.3  

• The trustees report within the financial statements include a going concern paragraph which confirms that the trustees have considered the impact of the Covid-19 

pandemic on the Trust’s activities and financial position and have reviewed the forecasts for a period of at least twelve months following the date of approval of the 

financial statement. On this basis they conclude that the trust has adequate resources to continue in operational existence for the foreseeable future and is therefore 

a going concern. The going concern basis has therefore been adopted in preparation of the financial statements (see page 40 of the financial statements). The 

auditors refer to this statement in their report on page 32 and consider it appropriate. 

• The 2020/21 audit fieldwork took place in October 2021. The audited accounts for 2020/21 were reviewed by the Finance and Facilities Committee on 16th November 

2021.  At this meeting, the audit partner, Mr James Cross, presented the audited accounts and the auditors’ management letter that sets out the findings of the audit 

and any matters for improvement. The Committee members were given the opportunity to ask questions of the audit partner relating to the audit process.  

• The audited accounts were approved by the Trust Board on 24 November 2021.  

 

F1.4 

• Governors are aware that the Trust financial statements include the publication of executive pay and this will be highlighted when the financial statements are 

presented to the LGB at the January meeting. Governors were reminded at the last Healthcheck meeting this information is also published on the Trust website. 

F1.5  

• A monthly outturn report is produced which highlights variances against budget and provides an explanation for any significant variances. The reports are presented 

to the governors at each LGB meeting. This forms the basis for capturing any foreseen events to assess impact on forecast outturn.  
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• This report was sent to S Ley from D Broom on 17th December 2021.   

• The reports are presented to the governors at each LGB meeting. The last meeting was held on the 8th November 2021. 

F1.6 

• Pupil number estimates are included a key budget assumption that is reported as part of the budget setting process and in the preparation of the 3-year forecasts. 

They are again reviewed when the budget is revised in November each year. Projections for the year are included as part of the monthly management accounts. 

F1.7     There are no legal cases lodged against the school.  

WHERE THIS INVOLVES A CHANGE OF RAG RATING, PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING 
 
We consider ourselves to be GREEN for this section as a balanced budget has now been set for the current year and there is an in-year surplus of £454.  The 
audited accounts have also been produced and confirm the funds carried forward from last year are £15,729 for Dame Tipping.   
LIFE Education Trust are giving Dame Tipping £20,000 towards the reconfiguration of the Y3/4 classroom. 
 

The main actions required to MAINTAIN this rating are: 
- Closely monitor the revised 2021/22 budget to anticipate and mitigate any shortfalls and ensure a balanced budget remains 
- The Financial Procedures Manual to be reviewed by staff – this will explain the systems and protocols that are expected by LIFE schools in 

preparation for the 2021/22 internal and external audit visits.   
- Termly meetings are held with the Admin Support Officers to help keep them up to date with finance regulations and good practice. 
- Bi-weekly meetings are held with Executive Head to review variances in real time to ensure budgets are closely followed. 

Additional evidence: (This should be made available for the link governor to scrutinise and to the LGB if requested)  

• Signed Audited accounts for 2020/2021 

• Management Report 

• ESFA Notifications 

• Three-year financial forecasts 

• Financial Procedures Manual 

Summary of key points of previous LGB discussion:  
F1 - The school’s proposed 2021/22 balanced budget recommended to the Board of Trustees by the Finance and Facilities Committee were approved 
on the 10th July 2021 and the School’s 3-Year Budget Forecast was also approved on this date. 
Governors should be aware that executive pay is now published on the website as a standard legal requirement. 
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F2 – Probity  Rating: RED 
 

WHITE 
 

GREEN 
X 

Guiding Questions 
F2.1 Have Governors received the annual letter which is sent to the accounting officer covering issues such as developments in the accountability 
framework?  
F2.2 Does the Academy have a register of interests for Trustees and budget holders in place?  Are there measures in place to manage conflicts of 
interest and any relationships with related parties? Can these be proved to be in accordance with the Academy Trust Handbook 
F2.3 What evidence is there that any management letter points raised by auditors have been responded to, and within a timeframe set by the ESFA 
F2.4 Who is the Trust’s external auditor?  Are Governors aware of their term and the requirement to retender every 5 years? 
F2.5 Can the school demonstrate how it is delivering assurance through independent challenge e.g. internal audit, or any other means identified in 
the Academy Trust Handbook?  
F2.6 Have Governors seen evidence of internal audit reports?  How are risks reviewed and the frequency? What evidence is in place to show that 
internal audit is undertaken by an independent auditor? Have all internal audit requirements been met including the demonstration that funds must 
not be used to purchase alcohol? 
F2.7 Have Governors seen the structure of the Executive team and their areas of responsibility? 
F2.8 Have Governors seen the scope of work for internal audit? 

AFH 
1.2.2 

 
3.10.1- 3.10.22 

 
 

3.16 
4.5 

 
3.22 

 
3.15 3.17, 3.20 

2.35 
1.4,1.8 

1.26,1.36,1.37,1.38 
3.1,3.18,3.23 3.15 

School’s information and narrative – (to include actions and impact since last Healthcheck) 
F2.1  

• The annual letter sent to Accounting Officer is distributed to Governors in the Autumn Term along with the Academies Financial Handbook. All developments and 

issues raised are discussed at this meeting. 

• The annual ESFA Letter to Academy Trust Accounting Officers was shared with all Chairs and Governors on the 14th July 2021. The letter will be included in Agenda 

packs for deliberations in the Autumn Governors meeting. 

F2.2  

• The register of interests is maintained by the Clerk.  Budget holders register of interests are held in the FBA finance office. Any declared interests are reported to the 

Finance & Facilities Committee and are reviewed as part of the internal and external audit process. Any identified interests are managed in line with the Academies 

Financial Handbook and brought to the attention of the external auditors to verify that the ‘at cost’ requirement has been met (where transactions with related parties 

exist). 

F2.3  

• There were no Management Points raised by the Auditors, specific to Dame Tipping. 

F2.4  

• The Trust’s external auditor is Moore Kingston Smith LLP. The year ended 31 August 2020 was the final year of their 3-year term. Governors were informed at the 

last Healthcheck meeting – the re-appointment of Moore Kingston Smith LLP by the Trustees at the last members meeting for another 3-year term. The end of the 

current re-appointment will be 6 years of continuous service, which breaches the new Academy Trust Handbook (ATH) requirement to retender after 5 years. 

Trustees will discuss options and decide on the appropriate measures to prevent breaching the ATH. 

F2.5  

• The Trust employs SBM Services to deliver its programme of internal scrutiny, as required by the Academies Financial Handbook. The scope of work covers 9 keys 

areas that are reviewed on a rotational basis. The smaller primary schools have an annual visit that is scheduled for the summer term.  

• The Autumn Healthcheck Reports have been produced to be discussed with Link Governor ahead of a comprehensive discussion at full LGB meetings. 

• The Trust’s Internal Audit was carried out remotely in July 2021 and the reports were shared with Finance and Facilities on 16th November 2021. 
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F2.6  

• Internal audit visits are carried out on a termly basis by an external consultant SBM Services and reports are shared with the Governors. Using an external consultant 

to carry out the internal audit assures independence. The Trust has 3 visits per year for FBA and Benhurst and an annual visit for the smaller primary schools. The 

reports are shared with the LGB. For Dame Tipping the 2019/20 report was shared at the November 2020 LGB meeting.  

• The scope of the work is reviewed by SBM at the start of every year to ensure that it considers any changes in the Academies Financial Handbook. Risks are 

reviewed at the start of the year, for example, risks associated with the introduction of the new finance and payroll system were highlighted and reviewed in the first 

internal audit visit of this year (for FBA and Benhurst), covering the payroll and purchasing areas.  

• SBM Services ensure that all internal audit requirements are met as part of their engagement including the demonstration that funds must not be used to purchase 

alcohol - this forms part of their review of purchasing. 

• The Trust’s Internal Audit was carried out remotely in July 2021 and the reports were made available over the Summer and will be shared with Governors at the 

November Governor’s meeting. Implemented actions will be reported at subsequent meetings to allow Governors to monitor progress. 

F2.7  

• Governors are aware of the structure of the Trust. ‘Trust Issues’ is a standing agenda item at each LGB meeting to inform governors of trust business. 

• Chairs & Vice Chairs also meet termly with the Trust CEO where details of all relevant Trust updates are shared. 

F2.8  

• The 2021/22 year’s Internal Audit Scope was agreed by the Trust board on the 16th November 2021. 

WHERE THIS INVOLVES A CHANGE OF RAG RATING, PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING 
 
We consider ourselves to be GREEN for this section as academy has been subject to an internal and external audit and no significant points were raised 
regarding probity at Dame Tipping. 
 
The main actions required to maintain this rating are to ensure full compliance of the Academy Trust Handbook and associated internal and external audit 
measures are in place to evidence these.  

 
Additional evidence: (This should be made available for the link governor to scrutinise and to the LGB if requested) 
Signed Audited accounts 
Annual letter to accounting officers from Eileen Milner from ESFA 
 
Link to the Academy Trust Handbook added to Healthcheck 
https://assets.publishing.service.gov.uk/media/60c8d0318fa8f57ce8c4621e/Academy_trust_handbook_2021.pdf 
 
Monthly management accounts 

Summary of key points of previous LGB discussion:  
F2 - The annual ESFA Letter to Academy Trust Accounting Officers was shared with all Chairs and Governors on the 14th July 2021. The letter will be 
included in Agenda packs for deliberations in the next meeting. 
The Trust’s external auditor is Moore Kingston Smith LLP. The year ended 31 August 2020 was the final year of their 3-year term. Governors were 
informed at the last Healthcheck meeting – the re-appointment of Moore Kingston Smith LLP by the Trustees at the last members meeting for another 
3-year term. The end of the current re-appointment will be 6 years of continuous service, which breaches the new Academy Trust Handbook (ATH) 
requirement to retender after 5 years. Trustees will discuss options and decide on the appropriate measures to prevent breaching the ATH. 
The Trust’s Internal Audit was carried out remotely in July 2021 by SBM Services, and the reports were made available over the Summer and will be 
shared with Governors at the next meeting. 
The 2021/22 year’s Internal Audit Scope will be agreed by the Trust board at the 9th November meeting and will be shared with Governors afterwards. 

https://assets.publishing.service.gov.uk/media/60c8d0318fa8f57ce8c4621e/Academy_trust_handbook_2021.pdf


6 
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F3 – Knowledge, Understanding, Planning 
& Procedures 

Rating: RED 
 

WHITE 
 

GREEN 
X 

Guiding Questions 
F3.1 Is there evidence of benchmarking areas of high expenditure i.e. staffing? Have Governors seen the School Resource Management Self-
assessment tool? 
F3.2 How does the school show that it has internal control risk management processes in place?  
F3.3 What dated evidence is available to Governors to see that all ESFA deadlines for financial returns have been met?  
F3.4 Have all Governors received the Academy Trust Handbook, with the annual summary of changes?  
F3.5 Is there a Scheme of Delegation of financial powers in place? Is there evidence that this has been reviewed annually?  
F3.6 Does the school have adequate insurance in place?  If external provider, has this been evaluated against the DfE’s risk protection arrangement?  
F3.7 Are Governors aware of the sources of income generation?   Is the statutory charging policy in place?  
F3.8 Does the school have a financial manual in place?  Is there evidence to show that it has been aligned with the Academy Trust Handbook on an 
annual basis? 
F3.9 Are Governors aware that the Trust has a risk register in place? What is the LGB input to this?  
F3.10 Are Governors aware of the risk of cybercrime? Are their measures in place to mitigate this? Are Governors aware of action to be taken if a cyber-
security incident occurred? 

AFH 
2.14, 6.8 

 
3.1,3.15 
2.15 4.1 

2.13,2.3.3 
2.11 

 
2.4 
2.4 

 
2.5.1 

2.38 
 

6.16 
 
F3.1  

• A benchmarking exercise took place as part of the 2020/21 budget setting process using the ESFA schools resource management self-assessment tool. The tool 

produces a dashboard which shows how the school’s data compares to thresholds on a range of statistics that have been identified as indicators for good resource 

management and outcomes. The benchmarking exercise used the data from 2019/20 projections and identified the spend on teaching staff as a proportion of total 

expenditure to be low and the spend on educational support staff to be high, explained by the use of HLTA’s to deliver some classes. Review of the staffing structure 

will continue in 2020/21. 

• The benchmarking exercise will take place during each budget setting cycle.  

• From 2021 it is now compulsory to complete and submit this form by 15 March 2021. This has been extended to 15th April 2021. 

• The 2019/20 Return has been completed and approved by the Chair and another member of the Trust Board for submission to the ESFA. It has been recommended – 

subject to the full Board’s approval - to keep the subject of the SRMSAT as a standing Agenda item at all Trust Committee and Board meetings to enable effective 

monitoring of agreed improvement actions.  

F3.2  

• Internal audit visits take place on an annual basis to review internal controls. Internal controls are aligned to the requirements of the Academies Financial Handbook 

through the Trust financial procedures manual. Internal audit reports are reviewed by the LGB annually. 

• The 2020/21 Internal Audit Report was shared with Finance and Facilities Committee on 16th November 2021.  

F3.3  

• Evidence is available at trust level from the School Business Manager. 

• The deadline for submission of the academy’s accounts return has been extended to 23 February 2020. This was actually submitted on the 10th February 2021. 

• The governors are informed of annual requirements when the Academies Financial Handbook is sent to governors in the Autumn term, with a summary of changes. 

The following deadlines have been met in the first term of 2021/2022: 
o The budget forecast return 3 year submitted on 26th July 2021. 

o Autumn School census submitted on: 17th November 2021. 

o Land and Buildings collection Tool submitted on 5th November 2021. 



8 
 

o Trust financial statements, management letter and annual internal scrutiny report submitted on 31 December 2021. 

F3.4 

• The 2021/22 version – The Academy Trust Handbook along with the summary of changes were sent to Governors on the 17th June 2021. 

 
F3.5 

• The Trust’s Scheme of delegation can be located on the LIFE Website.  Evidence can be found in minutes of committee meetings and also internal audit reports. The 

latest scheme of delegation was approved at the November 2020 LIFE Board meeting. 

• The latest version including annual Academy Trust Handbook updates and Trust updates was reviewed and approved by the LGB on the 20th September 2021. 

F3.6  

• Adequate insurance is in place via Zurich Insurance. The renewal for 2021-2022 was evaluated against the DfE’s RPA cost of £18 per pupil. As a Trust wide policy, 

Zurich offered a more comprehensive cover for the same cost. This exercise will be repeated in good time before renewal next year. 

F3.7  

• Governors are aware of the sources of income generation and these are reported on in the monthly outturn reports. The statutory charging and remissions policy are in 

place. 

F3.8  

• The finance manual is reviewed and updated in line with the Academies Financial Handbook.  The internal auditor uses it as a basis for testing to inform Governors that 

it is being adhered to. The finance procedures manual is updated annually by the Trust (last updated December 2021) and circulated to each school. 

• The Finance Procedures Manual can be found https://lifeeducationtrust.com/wp-content/uploads/2021/12/LIFE-Finance-Procedures-Manual-Ratified-Dec-2021.pdf 

• The Trust Finance manual has been updated with the Academy Trust Handbook changes and was reviewed and approved by the Trust Board at the 16th November 

2021 meeting. 

F3.9  

• Governors are aware of the existence of the Trust’s risk register which is reviewed by the Trust board termly and shared with the LGB annually. Any feedback from 

LGB members on the risk register is considered by the Trust board. 

F3.10  

• Governors have been briefed of the Trust’s awareness of the risk of cyber crime and informed of work being done to mitigate this risk. A digital strategy which sets out 

the Trust’s risk mitigation plans including a move to cloud based server hosting and also taking out insurance policies against Cybercrime has been developed for 

discussion and approval at the Trust Board’s 7th September 2021 meeting. This will be shared with Governors thereafter. 

 

WHERE THIS INVOLVES A CHANGE OF RAG RATING, PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING 
 
We consider ourselves to be GREEN or this section as all areas have been met. 
Deadlines with the ESFA have been met and regular meetings are held to ensure knowledge and understanding at all levels.  
 
The main action required to maintain this rating are to ensure that adequate risk mitigating measures are in place. To provide sufficient evidence to enable 
Governors to assure themselves of the adequacy of Trust governance and internal risk management controls measures being followed. 

https://lifeeducationtrust.com/wp-content/uploads/2021/12/LIFE-Finance-Procedures-Manual-Ratified-Dec-2021.pdf
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Additional evidence: (This should be made available for the link governor to scrutinise and to the LGB if requested)  

• Internal Audit Report (2020/21 report 16th November 2021) 

• 2021/22 Trust Board Approved budget 

• 2021/22 Revised budget 

• Academy Trust Handbook 

• Scheme of Delegation - (Updated version 16th November 2021) 

• Finance Manual - (Updated version 16th November 2021) 

• Charging and remission policy 

• E-mail confirmation of submissions to the ESFA are available 

Summary of key points of previous LGB discussion:  
  

F3 - The 2021/22 version – The Academy Trust Handbook along with the summary of changes were sent to Governors on the 17th June 2021. 
Governors were made of the Trust’s awareness of the risk of cyber crime and informed of work being done to mitigate this risk. A digital strategy which 
sets out the Trust’s risk mitigation plans including a move to cloud based server hosting and also taking out insurance policies against Cybercrime has 
been developed for discussion and approval at the Trust Board’s 7th September 2021 meeting. This will be shared with Governors thereafter. 

a. Academy Trust Handbook 2021 and Summary of changes - Denise Broom let governors know that the questions on the healthcheck are different to last 
year to reflect the changes in the trust handbook. 

 
Governors agreed a RAG rating of GGG by a show of hands 
Rag rating GGG 
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Premises Healthcheck report for Finance & Facilities Committee        
 

School Name: _Dame Tipping__Term to which this Healthcheck applies:    Autumn   Spring Summer    
             2021       2022     2022   
Completing the Healthcheck: 

1. For each of the 3 sections that follow, the school should complete a draft response, to include brief detail, data and explanation and a proposed 
rating. This should be sent to the link Governor and the Director of Standards a week in advance of the meeting. Additional data and examples may 
be made available for scrutiny at the meeting. Relevant information from the previous Healthcheck should be retained; out-of-date- information 
should be delete; changes or new information should be highlighted in YELLOW.  

2. The link governor and/or Director of Standards will meet with the school representative to interrogate the document, scrutinise evidence, agree 
the proposed rating and agree how much and which evidence should be presented to the LGB (Local Governing Body).  These meetings may be 
held in person or virtually and may be preceded by email exchanges regarding the draft content 

3. Where any category is not rated Green, a brief outline of actions being taken should be included; if any category is rated Red, a separate 
exception report should be provided. 

4. The final Healthcheck draft as agreed with the link governor must be completed in time to be sent out to governors with other paperwork one 
week in advance of the LGB meeting. Having read this, governors should try to send any questions arising to the clerk for circulation in advance of 
the meeting. When possible, it is the link governor who should raise the Healthcheck at the LGB meeting, with the member of school supporting.  
This should not involve reading or summarising the whole document; only significant issues, or questions to be answered, should be raised.     

5. At the LGB meeting, governors should scrutinise the Healthcheck and any evidence presented to satisfy themselves that they can confidently 
agree the proposed rating (or, when appropriate, to amend it). A brief summary of any discussion or questions asked at the LGB will be added to the 
Healthcheck commentary by the clerk, from the minutes of the meeting, and returned to the school ready for the next update. 

6. Once agreed, the final Healthcheck should be sent to the Clerk of the Trust Board; ready to be forwarded to the next relevant Committee 

Rating: 
Green suggests the school is highly effective in this measure (A strength of the school; Ofsted Good or better) 
Red suggests the school is not yet effective in this measure (An area for development for the school; Ofsted RI or worse) 
White suggests the school is effective in this measure but is working to improve it (Broadly average; not yet confidently Ofsted Good) 
 
Draft Healthcheck completed by: ____Steve Adams,  Head of Estates____________________________ (School Representative)  
Meeting to confirm the Healthcheck with: ____                    (LIFE Exec/Link Gov) on ___TBC____ (Date) 
Healthcheck presented to and agreed by the LGB on: ____        (Date) 

   

 Completion 

Date: 

Sept 

2020 

Jan 

2021 

May 

2021 

Sept 

2021 

Jan 

2022 

May 

2022 

P1 Health & 

Safety 

W W W G G  

P2 Condition G G G G G  

P3 Planning, 
Review & 
Staffing 

G G G G G  
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P1 –  Health & Safety Rating: RED 
 

WHITE 
 

GREEN 
X 

Guiding Questions:  
P1.1 Are governors aware of the annual changes to the Trust Health & Safety Policy?  How does the school demonstrate that all  
        employees have received it? 
P1.2 Does the school have evidence of how Health and Safety is monitored ? What reports are produced ? What does the action plan  
        show? 
P1.3 What evidence is there to review accident reports? How are trends investigated and reported ? What procedures are in place to  
        record ‘near misses?’ 
P1.4 How often is the Smartlog system reviewed? How can the school  demonstrate compliance? 

School’s information and narrative – (to include actions and impact since last Healthcheck  
P1.1 The Trust Health and Safety policy is reviewed annually in conjunction with the Havering policy. All changes from the previous year are 
highlighted and discussed by the Finance and Facilities committee. Once agreed the policy is distributed to LGB’s to disseminate to staff. The policy 
is included in staff meetings at school level for them to note. 
The Health and Safety policy was agreed by the Board on 2nd March 2021 and then distributed to LGB’s. It was noted that a discussion had taken 
place with Havering and there were no changes to the existing policy.  
P1.2 The Trust has an SLA with Havering for the provision of Health and Safety which includes Health and Safety inspections, audits and the 
Smartlog compliance system. 
The Trust undertook a COVID ventilation survey of all schools during the Autumn 2021 term. There were no High Risk rooms identified. 
A Health & Safety audit was conducted by Havering’s Health & Safety advisor on 12/10/21. The audit report was received on 13/12/21.  An action 
plan is being drawn up with timescales for implementation. This will be discussed with the Head and the LGB. 
The smartlog system is in place at the school. The Trust rural primary site assistant carries out the compliance and maintenance tests and records 
them in the Smartlog system.  
P1.3 The school has an accident book in which all accidents and near misses are recorded. This is reviewed by the Headteacher to look at any 
trends that may develop. 
Accidents and ‘near misses’ were looked at as part of the Health and Safety audit. 
P1.4 The smartlog system at the end of December showed 74% compliance.  
 
 
We consider ourselves to be G for this section because the Smartlog system is now in place. This will be updated by the Trust rural primary site 
assistant.  
 

The main actions required to maintain this rating are to keep Smartlog system up to date. 

 

Additional evidence: (available to the LGB if requested)                       

• Health and Safety policy 

• Covid risk assessment 

• Health and safety audit template 

• Smartlog report format 
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Summary of key points of last LGB discussion:  
P1 - There will be a meeting with the  Health & Safety Advisor from Havering on Friday 24th September and part of the meeting will be to come 
up with an audit plan for all the schools in the Trust. Action plans will be shared with the governors. 
The SmartLog system is now in place at the school and at the end of August showed 47% compliance. Tasks outstanding included the weekly 
and monthly tests that have not been carried out during the school holidays. Going forward these tests will be carried out by the rural primary 
site assistant throughout the school breaks which will resolve this issue. 
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P2 – Condition of Building & 
Equipment 

Rating: RED 
 

WHITE 
 

GREEN 
X 

Guiding Questions: 
P2.1 Is there evidence that the school is in good condition? How is this monitored? 
P2.2 Which building works have been undertaken recently? How do we know that they have added value to the school? 
P2.3 When was the condition survey carried out? What issues did this highlight? What is the cost to the budget? 
P2.4 Can the school demonstrate that it has an asset management plan in place? What is the impact on budget over the 5 years? 
P2.5 Can the school identify any Health and safety issues that need addressing? What does the plan look like to address these?  
P2.6 Is there evidence that projects eligible for CIF funding been identified? Has funding been applied for? 

School’s information and narrative – (to include actions and impact since last Healthcheck  
P2.1 A condition survey was undertaken in November 2021. The overall survey conclusion was that the building both internally and externally “was 
generally in a reasonable condition”.    There are regular site walks conducted by the Head and the Trust Director of Operations. Any remedial works 
are noted and either addressed by the rural primary site assistant or a contractor.  
P2.2 The trust secured CIF funding for replacement fire doors and associated fire safety works. This addressed the area of concern within the 2016 
condition survey report as well as the Fire risk assessment. The main issues were the classroom doors which have now been replaced with 60 
minute rated fire doors and the lack of compartmentalisation within the loft void. With no contribution from the school to this project the value of this 
work is 80K. CIF works were completed during the Easter 2021 break. 
P2.3 A condition survey was undertaken in November 2021. The overall survey conclusion was that the building both internally and externally “was 
generally in a reasonable condition”.  The “10 year cost summary” is indicated at £156,855 
P2.4 The school uses the condition survey as the asset management plan. The projected 5 year costs are £101,600 Main block and £4,385 
External. 
Relocation of an internal wall to extend the school hall and minimise classroom interruption has been costed and is scheduled to take place in 
February half term. 
P2.5 A Health & Safety audit was conducted by Havering’s Health & Safety advisor on 4/11/21. The audit report was received on 13/12/21.  An 
action plan is being drawn up with timescales for implementation. This will be discussed with the Head and the LGB.. 
P2.6 The condition survey has been used to identify the priorities for CIF funding projects. Ingleton Wood ,surveyors, have been commissioned to 
identify projects that align with the ESFA criteria at the highest level to increase the chances of a successful bid.  
 
A bid has been submitted under CIF round 22/23. 

• Safeguarding 

- Installation of new CCTV 

- Installation of new soft playground surface 

- Erection of new perimeter fencing and exit gate  

- Installation of new bin store 

- Total Cost £95,138.85 

 
 
We consider ourselves to be G for this section because the condition of the school has improved significantly since the condition survey in 2016. 
Health and safety issues have been addressed through CIF funding.  
 

The main actions required to maintain this rating are to continue to identify projects that align with the CIF funding criteria where possible. 



5 
 

 

Additional evidence: (available to the LGB if requested)  

• Condition survey report 

• Fire risk assessment 

• CIF information from ESFA  

Summary of key points of last LGB discussion:  
P2 - The last condition survey took place in 2016 and will need to be done again to support any CIF bids. Last year a bid for the provision of a 
playground at the front of the school fell short of the threshold by 8 points, and a new survey could provide the evidence that the ESFA are 
looking for. The survey would cost £3,000, which had not been budgeted for, however the expenditure was agreed by the governors with a 
show of hands. Denise said that the survey would be undertaken by Ingleton Wood Surveyors, who had a good success rate with bids in the 
past. 
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P3 – Planning, Review & Staffing Rating: RED 
 

WHITE 
 

GREEN 
X 

Guiding Questions 
P3.1 Is the accommodation is suitable for pupil numbers. How does the school show that it is suitable for any future projections?  
P3.2 What evidence does the school have to show that ICT is reviewed in line with curriculum need , Management Information systems  ,  
        and GDPR? 
P3.3 How does the school demonstrate that the condition survey reports are used to identify potential areas of capital investment? 
P3.4 Is the budget is  allocated to the asset management plan?  
P3.5 Is there evidence that students and staff are content with the catering service? How does the school evidence this? How is ‘value for  
        money’ determined? What KPIs have been set against the catering contract?  
P3.6 Is the school clean? How is this measured? 
P3.7 Can the school demonstrate that is has benchmarked areas of support staff against other schools? How does this compare? 
P3.8 Can the school demonstrate that all contracts are reviewed at least 3 months before renewal?  Are Governors aware of the tendering process with particular 
reference to “related party transactions”? 

School’s information and narrative – (to include actions and impact since last Healthcheck  
P3.1 The school can accommodate the PAN that it has currently, there is no opportunity to expand within the current footprint. The outdoor play is 
an area that is part grass, part hard standing which is restrictive in the Winter months. It is also only accessible across a public footpath so is a 
cause for concern in respect of safeguarding. 
P3.2 The school engages with the Head of IT at the Trust to ensure that the use of ICT is reflected in the curriculum. Forward planning is discussed 
at the termly meetings with Heads. The Director of Operations discusses management information systems with Heads as these will be changed at 
Trust level when necessary. An example of this is the change of finance system from FMS to PS Financials to improve efficiency and ease of 
working in this area. The school is part of the Trust wide contract for GDPR compliance with a contract with SBM Services for DPO management. 
SBM conduct audits of schools GDPR practices to ensure compliance. 
With the 3rd lockdown the DfE asked schools to provide a higher proportion of on-line face to face learning for pupils. This was implemented using 
Google classroom and the strategy published on the school website. 
The Trust Digital Strategy Lead has conducted an audit of IT software and hardware. This will inform future decisions regarding the use of IT in the 
curriculum. 
Two upgraded SMARTboards are due to be installed in January 2022 (COVID restrictions permitting). 
P3.3 The school reports to Governors on the potential areas for capital investment through CIF funding, using the condition survey as evidence of 
need. This has been looked at and verified by the surveyors, Ingleton Wood. 
Ingleton Wood visited the school on several occasions to discuss projects with the Head that could be eligible for CIF bids using the condition survey 
report and the criteria set by the ESFA. 
P3.4 The school receives a small allocation of capital funding, circa 6K to address any minor issues. Any other projects would be funded by reserves 
or through the CIF bidding process. 
The proposal to commission a new condition survey would inform Governors of budget costs required. 
P3.5 Catering is provided by Caterlink .There is a good uptake of meals for pupils and staff , the feedback from them is good. Parents also have the 
opportunity to comment in their survey. 
P3.6 The school now employs a contract cleaning company. The Head of School monitors the cleaning on a daily basis. 
P3.7 The school recognised that it was overstaffed in the learning support area. The Trust undertook a benchmarking exercise using the DfE 
website to produce the stats to support the implementation of a restructure. Governors reviewed this information and agreed. 
The ESFA have introduced a statutory return this term called the Schools Resource Management Tool. This produces a rag rated benchmarking 
dashboard that compares schools of similar profile and location. This will be reviewed by the Finance and Facilities Committee focussing on areas 
that are amber and red rated. 



7 
 

Financial information from year ended 31st August will provide data for the next SRMSAT benchmarking analysis which will be shared with 
Governors in due course. 
P3.8 The school reviews contracts held by them and in discussion with the Trust undertakes a tendering process in accordance with the scheme of 
delegation. Governors are given the Academies Financial Handbook in September each year which outlines the criteria for ‘related party 
transactions.’ It explains that any contracts of this kind need to be ‘at cost’ and these would be verified by the external auditors. Any contracts are 
reviewed by the Trust Finance manager before sign off. 
The new Academies Financial Handbook is expected to be published in June for September implementation. The changes will be circulated to all 
Governors. 
The Academies Trust handbook was published in June, effective 1st September. It has been renamed to reflect the wider content which is not just 
financial information. 
We consider ourselves to be G for this section because there are good systems in place to review operational areas in the school. 
 

The main actions required to maintain this rating are to keep these areas under review. 

 

Additional evidence: (available to the LGB if requested)  
-  Academies Financial handbook 

 

 

Summary of key points of last LGB discussion:  
P3 - The Trust IT manager, Stella McCarthy, will be conducting an audit of IT software and hardware across the rural primaries in the Autumn 
term. This will inform future decisions regarding use of IT in the curriculum. The audit will take 3-4 weeks and the outcome will then be shared 
with governors. Denise explained that Stella’s role was strategic while Tom Garet’s was operational. Stella has written a digital strategy for the 
Trust which has been approved at board level and will be implemented in due course. 
 

Governors agreed a RAG rating of GGG by a show of hands 
Rag rating GGG 
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Leadership and Management Healthcheck report for Standards Committee   
 
School Name: Dame Tipping C of E Primary Term to which this Healthcheck applies:  Autumn   Spring     Summer 
                         2021        2022 2022         
Completing the Healthcheck: 

1. For each of the 3 sections that follow, the school should complete a draft response, to include brief detail, data and explanation and a proposed 
rating. This should be sent to the link Governor and the Director of Standards a week in advance of the meeting. Additional data and examples may 
be made available for scrutiny at the meeting. Relevant information from the previous Healthcheck should be retained; out-of-date- information 
should be delete; changes or new information should be highlighted in YELLOW.  

2. The link governor and/or Director of Standards will meet with the school representative to interrogate the document, scrutinise evidence, agree 
the proposed rating and agree how much and which evidence should be presented to the LGB (Local Governing Body).  These meetings may be 
held in person or virtually and may be preceded by email exchanges regarding the draft content 

3. Where any category is not rated Green, a brief outline of actions being taken should be included; if any category is rated Red, a separate 
exception report should be provided. 

4. The final Healthcheck draft as agreed with the link governor must be completed in time to be sent out to governors with other paperwork one 
week in advance of the LGB meeting. Having read this, governors should try to send any questions arising to the clerk for circulation in advance of 
the meeting. When possible, it is the link governor who should raise the Healthcheck at the LGB meeting, with the member of school supporting.  
This should not involve reading or summarising the whole document; only significant issues, or questions to be answered, should be raised.     

5. At the LGB meeting, governors should scrutinise the Healthcheck and any evidence presented to satisfy themselves that they can confidently 
agree the proposed rating (or, when appropriate, to amend it). A brief summary of any discussion or questions asked at the LGB will be added to the 
Healthcheck commentary by the clerk, from the minutes of the meeting, and returned to the school ready for the next update. 

6. Once agreed, the final Healthcheck should be sent to the Clerk of the Trust Board; ready to be forwarded to the next relevant Committee. 

Rating: 
Green suggests the school is highly effective in this measure (A strength of the school; Ofsted Good or better) 
Red suggests the school is not yet effective in this measure (An area for development for the school; Ofsted RI or worse) 
White suggests the school is effective in this measure but is working to improve it (Broadly average; not yet confidently Ofsted Good) 
 

  Completion Date: Apr 

2021 

Sept 

2021 

 Jan 

2022 

QE1 Intent W W W 

QE2 Implementation  W W W 

QE3 Impact W W W 



2 
 

Draft Healthcheck completed by: Stephen Ley (School Representative)  

Meeting to confirm the Healthcheck with: Greg Brome (Link Gov)  

Healthcheck presented to and agreed by the LGB on:  

LM1 –  Strategic Leadership  RAG Rating: RED 
 

WHITE 
 

GREEN 
 

Guiding questions: 
1.1  Pupil Premium: does the school have a PP policy and a clear rationale for expenditure? Is it reviewed regularly? What is the evidence of impact?   
1.2  How many pupils does the school have in off-site or alternative provision? How is this quality assured?  
1.3 How many pupils have left the school since the start of the year? Could any of these be considered as artificially “off-rolling”? 
1.4 Is governance effective? How well does the governing body fulfil all of its statutory duties? Are there any vacancies on the LGB? 
1.5 What training has been provided for governors? How strong and consistent is governor attendance to meetings, events and training? 
1.6        What evidence exists to show that governors, staff and pupils support Trust events and activities?  

School’s information and narrative:   
1.1 Following consultation with staff, the school’s Pupil Premium policy has been agreed by the LGB and added to the website.  
Each year the school reviews the way pupil premium funding is allocated and is based on the needs of specific pupils. This is reviewed at the end of the school year 
and shared on the website. The 2020-21 pupil premium provision plan and the current Pupil Premium Policy are published on the website. The 2020-21 impact 
statement will be completed and added to the website by the end of January 2022. LAC pupils have detailed PEPs (Personal Education Plans) which break down the 
spending for those individuals. These are reviewed termly by the Designated LAC teacher, Senior Learning Mentor and social worker. 
The last validated data for PP students was in 2019 and is as follows as well as the 2021 unvalidated data:.  
 

Y6 Disadvantaged Attainment  Y6 Disadvantaged Progress 

 2019 
(3 children) 

2021   2019 
Expected 

2019 
Accelerated 

2021 
Expected 

2021 
Accelerated 

Reading 33% 100%  Reading 66% 0% 66% 0% 
Writing 33% 66%  Writing 66% 0% 66% 0% 

Maths 33% 33%  Maths 33% 0% 66% 0% 
SPaG 33% 66%       

Comb(RWM) 33% 33%       

 
For the 2019 data, 2 of the 3 children joined in late in KS2, one at the end of Y5 and one at the start of Y6. This has a negative effect on the attainment and progress 
of the very small cohort. Projections for the Y6 2020 cohort is for Disadvantaged ARE combined to reach 66% in KS2 and 100% in KS1.  
Ian Gurman undertook a Pupil Premium in February 2020, and was supported by David Denchfield and Amy Holmes. Key recommendations are a focus in 2020-21 
and form part of the SDP. 
 
The impact in 2021 of the PP strategy is as follows: 

● Improved behaviour of identified pupils as a rezult of ELSA support. 
● Slight improvement in both attainment of pupil progress pupils in comparison to peers and national averages. 
● Bottom 10% received additional support through LSA support in class.  

 
The Pupil Premium strategy for 21-22 will be completed and published on the school website by the end of January. 
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1.2 We do not have any children in an alternative provision or off-site. 
 
1.3  

  School roll 

12/21 07/21 04/21 12/20 7/20 7/18 7/17 

96 96 95 96 103 94 93 

The school roll has remained stable, pupil numbers remain close to capacity with the spaces we have generally in years 5 and 6. The school often losing children 
where families move out of the area of chose to send their children to private schools. This academic year, 4 children have left and 5 joined. The PAN of the school is 
105. Pupil numbers have decreased since the end of the Summer term. 2 parents have removed their children to be Electively Home Educated which has been 
agreed by Havering. We expect pupil numbers to continue to decrease as many families have now moved out of borough and are awaiting placements at schools 

now within their local catchment. This will take total on roll to 94 for the end of the summer 2021. Several new pupils have started over the course of the Autumn Term 

taking the NOR temporarily to 100. However, recently we have lost 4 pupils; 2 siblings who have relocated to Milton Keynes and two pupils who have moved schools 
within the Local Authority. We now have 96 pupils on roll but will be losing another pupil after Christmas due to family relocation. 
1.4 1.5 This academic year, governance has developed and become stronger. Health check training was provided by Ian Gurman (January 2020). This session was 
well attended and governors feedback was that they had developed a greater understanding of their role and the importance of the Healthchecks and how to provide 
challenge and support. The school has commissioned the Trust to write the HR, Finance and Premises reports; these will be presented to the LGB by the Trust 
member of staff.  There are 8 governors serving on the LGB, with Health checks allocated across the team. Governors have a range of experience and knowledge, 
including education, church, HR and legal backgrounds. The LGB fulfils its statutory duties and attendance to LGB meetings has improved from 87% (2018-2019) to 
92% (2019-2020). The Chair and Vice-Chair are particularly active member of the LGB and regularly visit the school for formal and information meetings. The LGB 
have attended training provided by the LIFE Education Trust. 
 
1.6 
The Autumn term has offered many opportunities to develop links with the LIFE Rural schools and Dame Tipping has been an integral part of developing ways that 
the schools can work together particularly around curriculum. The Autumn term in 2021 has featured several Inset meetings between the 4 Rural primary schools 
which has helped achieve consistency and collaborative support. In the first half term, Mrs O’Regan also visited the school to help the school mirror some of the 
practices of the other schools. The second half term, we have been supported by Mr Dutnall who again has helped share good practice from across the Trust. We 
also linked up with the other schools when singing at Chelmsford Cathedral. Despite the change in leadership, Dame Tipping continues to build on its relationship 
with Benhurst Primary school with the Acting Head teacher and Acting Deputy Head. The Dame Tipping SENCO has also developed relationship with the SENCO’s 
from other LIFE schools. Attending the Trust SENCO meeting and liaising closely with the FBA SENCO throughout the autumn term. In the Spring term, we will be 
sharing a SENDCo with Benhurst which will also provide a sharing of good practice. We are now engaging proactively to further strengthen the links across all 
schools within the LIFE education Trust. Throughout the Summer Term we have continued to strengthen the links between the 4 rural primary schools. The Head 
Teacher has attended Rural Head Teacher Meetings every other week and has been supportive of the collaboration project.  
 

WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING  
 
We consider ourselves to be white for this section due to the systems in place to monitor and review the Pupil Premium expenditure and impact. The increased 
attendance and presence of the LGB and the attendance to training sessions supported by the LIFE Education Trust. 
 
The main actions required to improve this rating are 

● To continue to implement the recommendations in the Pupil Premium review in February 2020 and have evidence of impact. 

● For the LGB to continue to show challenge and support through the health checks and LGB meetings. 
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● Attainment of PP children in Summer data should be in line with their peers.  

Additional evidence seen at the Healthcheck meeting : (This should be made available for the link governor to scrutinise and to the LGB if requested)   
● Migration report and Off rolling analysis 
● Pupil Premium policy & strategy 
● Pupil Premium report               
● Questionnaires 
● Data pack 
● PPM 

● LGB meeting schedule & minutes 

Summary of key points of the previous  LGB discussion:  

L1 – Pupil numbers are currently 95.  Two children had left and 1 joined - the maximum number of pupils on roll is 103. 
It was noted that governor training sessions now commenced at 6 instead of 5 pm, which made attendance easier - they usually last for about 
40 minutes. 
The actions required to move this section to Green include continuing to implement the PP review and evidence impact and for the LGB to 
continue to show challenge and support through LGB meetings.  
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LM2 – Educational Focus RAG Rating: RED 
 

WHITE GREEN 
 

Guiding questions: 
2.1  What is the school vision and how does this translate into a strong ambition for high standards and a high-quality education for all? 
2.2        In what ways are the school’s vision and values aligned to and supportive of those of the Trust?  How are these communicated to all stakeholders?  
2.3  How does the HT/SLT ensure they remain focused on improving curriculum, pedagogy and staff development (and not other school organisational matters) 
2.4 How does the school develop effective middle leaders to ensure consistency of high standards?  
2.5 What training has been given to staff so far this year on matters of curriculum and pedagogy? What has been the impact? How do you know? 
2.6  How does performance management, target setting and school development planning work, and how do they drive the raising of standards? 
2.7 How does the school ensure robust monitoring and evaluation, including from external sources? 

School’s information and narrative:   

2.1 In the spring term, the school undertook a review of its vision and values. This included a wide range of discussions with key stakeholders (e.g. Trust, LGB, 

Church, staff) and resulted in a new vision and values being developed and agreed. This is to be launched in the summer term through assemblies, rewards, 
displays, letters and everyday school language. The vision is to empower every child to approach life with optimism, creativity and compassion which we believe that 
through God’s love, we can make a difference. Our school values are now fully embedded across the school and promote educational excellence, personal beliefs 
and approaches that champion a ‘can do’ attitude.  
 
2.2 
Our values are in line with the Trust values. The school Values are displayed around school and in classrooms, on the school website and all correspondence. The 
school vision and values are now displayed clearly in the entrance to the school building. Throughout the Spring term there were two concrete examples of how clear 
our values are in school. In a task set to the pupils in year 3 and 4 to create a poster of learning behaviours the pupils created a document that was set out in the 
same way as our communications documents with the school logo, motto and values evidencing the clear vision and values in place throughout school. In the Spring 
term, the Head teacher created personalised Value postcards to all pupils in school. All postcards displayed the school values and read- ‘We will get through this 
together with Courageous optimism, Boundless Creativity and Heartfelt Compassion’. Dame Tipping have worked hard to strengthen the link between the school and 
LIFE over the last year. The LIFE logo appears on all letterheads, on the school website and is now a part of the weekly briefing sent out to all staff. The briefing also 
includes a LIFE news section so that Staff are up to date with the latest news from the Trust. Dame Tipping also has a number of shared policies with LIFE which are 
available to view on the school website and are emailed to all staff once agreed by governors. All policies shared with the Trust have the LIFE logo on them. The 
school’s Twitter account is linked with that of LIFE and this throughout the spring term there have been more updates and LIFE news has been retweeted. All parent 
letters and correspondence sent to staff clearly identifies the LIFE logo and our engagement with the LIFE Trust and is now more widely used. With support of the 
Trust Marketing officer, Twitter is now more frequently used. The rural primaries collective worship portal on the life website has a collection of assemblies which 
reflect the Trust’s vision and values whilst linked to the Christian faith. Faith Spinks from the Trust has visited to conduct regular assemblies which also discuss Trust 
values.  
 
 
2.3 The Head remains focussed on the school priorities set out in the school development plan. Throughout the Summer Term monitoring and lesson visits continued 
to take place. Staff meeting continued to take place throughout the Summer term and we have continued to work with the Rural primary schools to develop the 
curriculum model. Areas to develop pedagogy have been identified throughout the school and the support has been put in place to support staff and pupils. Over the 
course of the Autumn term, the new head of school has ensured he conducts regular learning walks (at least 2 per week) to get a good overview of standards across 
the school. He has also carried out a formal lesson observation of all the Teachers and given feedback. Shared Inset from Paul Clayden with the other Rural 
Primaries has ensured that the messages are consistent with the Trust’s in relation to teaching and Learning.  
 
2.4 2.5 There have been opportunities for staff to take on additional responsibilities across the trust and to support in other rural primaries and this will take place 
from September. Lydia Omodara will be responsible for leading Maths across the rural primaries and Michelle McDowell will be the EYFS curriculum phase 
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coordinator. The school are fully supportive of this move to becoming middle leaders and will support both staff members.  Mrs Omodara has taken part in several 
Trust curriculum meetings and has also conducted Maths observations and Learning walks at Dame Tipping and the other Trust schools. She has also attended 
several Maths courses to help her in her role. Curriculum development is a key SDP focus and permeates the staff meeting/CPD programme. All staff have 
participated in a range of INSET and training across the year. A list of these sessions can be found in QoE 2.5. 
 
2.6 The school has a clear structure in place to support appraisal which is through BlueSky. All staff have been trained and understand their responsibility to log 
details of CPD and uploading evidence to meet their targets. The PRM cycle is in three stages – target setting, a mid-year review and end of year review.. Governors 
and the P&P Committee ratified the recommendations of the school for pay progression for 2019-20. Support Staff are now using BlueSky and have a target that is 
linked to the SDP and Data which will help to raise attainment and progress. During the Summer term the rural primaries agreed to 4 targets for the School 
Development Plan which would allow closer working and collaboration which will be overseen by Maire O’Regan, Exec Head. The School Development Plan is 
shared with Staff and Governors for input. The SDP has clear outcomes which drive standards. The SDP is a working document and is evaluated and monitored 
throughout the year.  
 
2.7. Moderation took place in the Summer term amongst the rural primary schools as well as monitoring across the rural primary schools by different members of 
staff.  Meetings have been attending by The Head teacher and diocesan advisor, Carrie Prior to discuss school improvement. Ian Gurman undertook a Pupil 
Premium review in February 2020, and was supported by David Denchfield and Amy Holmes. In the Autumn Term, the school has had several external visits 
including Carrie Prior and Ian Gurman with a view to looking at the school under the SIAMs framework. Ian Gurman has also visited and conducted Learning walks 
as part of his school development role. As part of the trust’s subject coordination approach, we have also had RE and English monitoring visits from Melissa Taylor 
and Sarah Tate which both proved very useful. 
WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING 
 
We consider ourselves to be white for this section because the school has swiftly reviewed key procedures and expectations following the change in leadership. 
The Staff Meeting and CPD programme continues to be clearly planned and focuses on key areas to further develop the school (e.g. safeguarding, data, curriculum, 
moderation). The strengths and areas for improvement have been identified and strategies in place to further improve outcomes for all pupils.  
 
The main actions required to improve/maintain this rating are 

● To continue to embed the new vision and values for the school. 

● To ensure the Staff Meeting and CPD programme continues to address key areas for school development. 

● To ensure the additional support staff that have been recruited are trained and effectively used to support children’s learning and pastoral care.  

● To display the school priorities and development plan around the school so all staff are clear and can articulate it.  

Additional evidence seen at the Healthcheck meeting: (This should be made available for the link governor to scrutinise and to the LGB if requested)  
● PRM documents 

● Staff Meeting & CPD programme 

● Pupil Progress documents 

● Pupil Premium review 

● SDP 

● Vision and Values document 



7 
 

Summary of key points of the previous  LGB discussion:  

L2 – Cross utilised training is now being used across the Trust. 
Support Staff are now included in the BlueSky performance and the Headteacher reported that it had been well received and felt empowered 
by it and the ability to use it as a tool for personal development. 
The actions required to move this section to Green include ensuring the new support staff are trained and effectively used to support children’s 
learning and pastoral care. 

 

 

LM3 – Safeguarding and Wellbeing RAG Rating: RED 
 

WHITE GREEN 
 

Guiding questions: 
3.1  How does the school ensure there are robust systems to assure that safeguarding is effective and that a culture of safeguarding is established? (How and 
 when was this last audited?) 
3.2 What training has been provided to all staff and to individuals for Levels 1 and 3 safeguarding training and Safer Recruitment? 
3.3 How does the school gather evidence of the views of pupils, staff and parents? What does this show? How are views of “hard to reach” parents sought? 
3.4 How does the school support the wellbeing of staff, including managing their workloads? 
3.5        How does the school ensure a culture of professionalism and high expectations in oneself and of colleagues in the school in line with Trust expectations?  

School’s information and narrative:   
3.1 The school ensures that visitors, volunteers and new members of staff are clear on safeguarding procedures. From the Autumn Term, a visitors safeguarding 
booklet has been created which gives all new visitors to the school, key information regarding the school’s safeguarding procedures. Being a small school, staff know 
the pupils extremely well and are well positioned to notice any safeguarding concerns. Staff, volunteers and parents report concerns to the DSL and follow this up 
with an email which is added to the pupils’ records. Staff meetings include regular updates and discussions on pupils causing concern. The last safeguarding audit 
was carried out in May 2018 by LA officer Penny Patterson and safeguarding was found to be a strength. This was confirmed during the recent QA review: There is a 
strong awareness of safeguarding matters across the school.(QA review June 2019) 
The school has undertaken a period of research of online platforms where concerns can be logged. In December 2019, the school decided to use MyConcern. This 
was included within the revised budget and purchased in the Spring term. New concerns are logged onto MyConcern.  
 
During the enforced closure, key staff made phone calls to vulnerable parents to check on their well-being. Discussions were very well received by parents and 
resulted in many positive outcomes (e.g. support with remote learning, food parcels). This was in conjunction with the established Class Dojo platform which was well 
used by children, parents and staff as an open way to communicate. 
 
All staff have been trained in the use of MyConcern (September 2020) All members of staff have successfully logged concerns using the online platform and have 
followed the procedure in place. New members of staff this academic year have received training in the use of My Concern. So far this academic term, there have 
been 36 safeguarding concerns logged. This is considerably down on the same time period last year although this is likely a result of timing relating to Covid and 
when the program was introduced. The schools safeguarding procedures are due to be audited in the new academic year (Spring term 2021). 
 
3.2 All staff received Level 2 safeguarding training in September including office staff and MDAs. This included the updated version of ‘Keeping children safe in 
Education’. Safeguarding is a feature of all Insets, staff meetings and twilight sessions during the year. The Head of School has attended safer recruitment at his 
previous school which is still in date. Chair of Governors has also attended safer recruitment training. All staff attended whole school Safeguarding training delivered 
by Penny Patterson (4th September 2020). This training was also shared with the LGB. Safeguarding training has been a focus of staff meetings and current topics 
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discussed. Issues and case studies have been shared with staff using content sent to schools by Penny Patterson. All new staff have received the safeguarding 
briefing with the DSL and have been shown how to use MyConcern to log concerns.  
 
3.3 Through yearly Trust questionnaires, the school seeks the views of parents, pupils and staff; the most recent surveys were the Parents survey in Summer 2021 
and the parents survey of Autumn 2021. Both have been detailed below.   
 
 
    
 

 Autumn 21 2019 2020 Autumn 20 Change 

I am proud to be a member of staff at the school. 100% 92% 100% 100% +0% 

I feel safe at the school. 100% 83% 92% 100% +0% 

I have opportunities to raise suggestions and concerns. 92% 92% 100% 100% -8% 

The school handles staff personal and personnel issues well. 67% 67% 100% 100% -33% 

Children are safe at the school. 100% 67% 85% 100% +0% 

Children are recognised for their achievements at school. 100% 84% 100% 100% +0% 

Children’s attendance is good. 75% 75% 100% 94% -19% 

Children’s punctuality is good. 58% 67% 92% 94% -36% 

The school deals effectively with bullying. 75% 75% 100% 100% -25% 

The school is well led and managed. 75% 75% 100% 100% -25% 

Communication between SLT and staff is good. 83% 75% 100% 94% -11% 

The school has sufficient resources. 0% 25% 35% 59% -59% 

Staff morale is good. 75% 42% 92% 100% -25% 

My workload is manageable. 75% 66% 93% 94% -19% 

The overall performance of the school is good. 67% 75% 93% 94% -27% 

The school runs smoothly on a daily basis. 67% 67% 85% 88% -21% 

Pastoral care is good at school. 83% 83% 100% 100% -17% 

Children’s behaviour is good. 50% 75% 50% 100% -50% 

This school’s facilities and buildings are good. 58% 59% 50% 76% -18% 

The Local Governing Body is effective. 58% 83% 78%   82% -24% 

Technology enhances students’ learning here. 58% 83% 71% 82% -24% 
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Priorities identified from Staff Survey Aut 2021 

 2021 Change 

Children’s behaviour is good. 50% -50% 

This school handles personnel and personal issues well 67% -26% 

The Local Governing Body is effective. 58% -24% 

The school has efficient resources 0% -59% 

 
 
Planned actions to include: 

● New behaviour policy and approach which will be shared across the Trust’s primaries. 
● Head of school to promote the governing body and their role more within staff meetings. Opportunities for Governors to meet staff created.  
● Discuss with staff at appraisal meetings. 
● Several new resources already bought. 

 
A parents Survey was conducted in the Summer term- The results are in the table below 
 

10% + negative difference      

10% + positive difference 45   

 

 

  

 

    

Survey Response:  
Strongly Agree/Agree/Don't Know 

Summer 2021 Summer 2019 Difference 
Trust Average 
2021  

Trust Average 
2019 

My child is happy at school 93.3% 96% -2.7% 95.8% 98.6% 

The school keeps my child safe 100.0% 100.0% 0.0% 96.9% 99.4% 

My child makes good progress at school 71.1% 96.0% -24.9% 
93.3% 98.2% 

My child is well looked after at school 97.8% 100.0% -2.2% 
97.2% 99.4% 

My child is taught well at school 77.8% 98% -20.2% 94.2% 98.8% 
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My child receives appropriate homework for their age 64.4% 95% -30.6% 
86.8% 96.0% 

Pupils are well behaved at school 86.4% 98% -11.6% 93.1% 98.8% 

The school deals effectively with bullying 91.1% 73.0% 18.1% 
93.2% 82.3% 

The school is well led and managed 88.9% 94.0% -5.1% 
94.5% 96.8% 

I receive valuable information from the school about my 
child's progress 

68.9% 94% -25.1% 

88.5% 96.8% 

There is a wide range of extracurricular clubs trips and 
activities at school 

62.2% 96% -33.8% 

83.7% 95.7% 

The school treats my child fairly and with respect 100.0% 94.0% 6.0% 
97.6% 96.0% 

The school communicates effectively with parents / carers 72.7% 90% -17.3% 
90.9% 97.0% 

The school responds well to any concerns or suggestions I 
raise 

88.9% 90% -1.1% 
92.3% 95.4% 

There is a good level of technology in school which 
enhances my child's learning 

86.7% -- -- 

95.8% 52.5% 

The school meets my child's learning needs 71.1% 96.0% -24.9% 
90.5% 96.3% 

The school has supported my child/ren during the pandemic 95.6% -- -- 
94.7% -- 

The school communicated with me effectively during the 
pandemic 

90.9% -- -- 

93.0% -- 

I would recommend this school to another parent 76.2% 94.0% -17.8% 
90.5% 97.0% 
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When compared to the parent/carer survey results 2019 the current survey results could look disappointing, however, I feel that the 2021 survey 
results are an accurate representation.  Some of the lower % responses are linked to the restrictions of Covid-19 where trips and extracurricular 
activities have not been able to take place. Other areas that are considered low have already been identified and discussed throughout the year.  
 
 There are also some further factors to consider. 
 
The timing of the survey being sent out  has an impact on a few of the questions but for Dame Tipping particularly around the  question ‘I receive 
valuable information from the school about my child's progress’ as the survey was sent out well before the end of year reports were shared and long 
after the Termly Learning Conferences took place. 
 
The challenges that the school has faced this year regardless of COVID-19 have impacted the school. Dealing with extreme staffing issues and staff 
absences has had an impact on our school community and there is currently inconsistency and uncertainty which I believe contributes to only 76% of 
parents agreeing that they would recommend the school to others.  
 
It is also important to note that the results that have been collected and analysed in 2021 differs to how the results were collected on 2019. Whilst 
the results collected this year are a true representation of parent and carer views the same cannot be said of the results in 2019. The way in which the 
results have been collected this time now accurately reflect the views and gives the school clear actions to build upon. 
 
Overall, I think that the results are pleasing and necessary changes will be easy to implement and the school will see rapid improvement. 
 
Actions moving forward- 
 

● Greater provision of extra curricular activities. I have contacted external providers and established an after school activity schedule where at 
least 1 club is offered per day. It is hoped that over time there will be more clubs offered via staff. 

● Weekly newsletter to go out every Friday. 
● Twitter to be updated regularly. 
● Discuss with Executive Head assessment and reporting procedures across the rural primaries.  
● Homework policy to be reviewed in consultation with parents. 
● Have a ‘You said...we did’ section in the newsletter every fortnight to show we are acting upon parents’ concerns/suggestions. 

 
Update on these actions- 

● Clubs have been offered (5 per week) in the Autumn Term and the same number is planned for the Spring Term. We have been able to offer a 
range of different activities (Football, Judo, Tennis, Dodgeball, Multisports, Theatre Club, Drumming and Fencing) which is a good range for 
such a small school and the clubs typically cater for all the age groups.  

● Newsletter has been sent out every Friday.  
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● Twitter is updated more regularly but there is room for improvement in this. Parents do not often read Twitter and prefer Dojo. 
● Assessment and reporting has been a discussion item in several SLT meetings and there will be Inset devoted to this over the academic year. 
● Parents still not completely happy with homework. To be discussed further in SLT. 
● Newsletter to have an end of Term feature of positive changes which focus on what we have tried to improve as a result of feedback.  

 
3.4  
During the lockdown, the head teacher has also provided breakfast and weekly fruit for all staff as well as asking the pupils in school during school closures to deliver 
flowers of thanks and appreciation. All staff were invited to attend a wellbeing session delivered by Toni Cox in the Summer Term where she spoke of ways to 
recognise and support mental health. Where possible the school aim to reduce teacher workload through verbal feedback marking and collaborative working where 
possible. The changes that are being made to the curriculum planning should have a positive impact on the wellbeing of all staff. This term, the Head of school has 
spoken to individual teachers about their wellbeing as part of the appraisal process and asked for ways to improve this. As a means of saying thank you, the Head of 
school has provided food and drink for staff during times when staff have given up extra hours eg. Parents evening. 
 
 
3.5 
The school recognises the importance of leading by example and setting high expectations. All HR issues are dealt with effectively and through the correct channels. 
This has allowed of open and honest communication. Policies and systems have been adhered to a followed to ensure that a culture of professionalism and high 
expectations is in place at all times. During the summer term, all staff were asked to attend a briefing which reminded them of their professional duty. Julian Dutnall 
also spoke to staff this term regarding professional standards and expectations. 
 
 

WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING 
 
We consider ourselves to be White for this section because safeguarding is effective and there have been significant improvements in school that have been 
identified in the staff survey.  We are confident that once the opinions are sought by the pupils and parents we will begin to move to Green in this section as all other 
areas are strong.  
 
 
The main actions required to improve this rating are 

● To continue to manage the 2021-22 budget to ensure that staffing is suits the needs of the children. 

● Pupil and Parent survey to be sent out this year (staff survey to show substantial improvement in staff wellbeing).  

Additional evidence seen at the Healthcheck meeting: (This should be made available for the link governor to scrutinise and to the LGB if requested)    
● Safeguarding training notes 

● Yearly Questionnaires (Spring term 2020) 

● PRM documents 

● Staff Meeting & CPD programme 

● Pupil Progress documents 

● SDP 

● Safeguarding training record 
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Summary of key points of the previous  LGB discussion:  

L3 – My concern is now fully embedded within the school, including supply staff. 
Safeguarding training has taken place in the form of scenarios with discussions on what to do next - this has enabled the knowledge to stay 
fresh and develop.  
The recent staff survey showed a big improvement in the children’s behaviour. 
The Chair reported that the Headteacher had worked tirelessly to support staff wellbeing and this included dance challenges and a pizza 
afternoon. 
The actions required to move this section to Green include, manage the budget appropriately and to undertake a parent survey.  

The Chair hoped that by the end of this year, many of the ratings would change to Green  

Governors agreed a RAG rating of WWW by a show of hands 

RAG Rating WWW 
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Quality of Education Healthcheck report for Standards Committee   
 
School Name: Dame Tipping C of E Primary School   Term to which this Healthcheck applies: Autumn          Spring        Summer 

      2021       2022   2022 
Completing the Healthcheck: 

1. For each of the 3 sections that follow, the school should complete a draft response, to include brief detail, data and explanation and a proposed 
rating. This should be sent to the link Governor and the Director of Standards a week in advance of the meeting. Additional data and examples may 
be made available for scrutiny at the meeting. Relevant information from the previous Healthcheck should be retained; out-of-date- information 
should be delete; changes or new information should be highlighted in YELLOW.  

2. The link governor and/or Director of Standards will meet with the school representative to interrogate the document, scrutinise evidence, agree 
the proposed rating and agree how much and which evidence should be presented to the LGB (Local Governing Body).  These meetings may be 
held in person or virtually and may be preceded by email exchanges regarding the draft content 

3. Where any category is not rated Green, a brief outline of actions being taken should be included; if any category is rated Red, a separate 
exception report should be provided. 

4. The final Healthcheck draft as agreed with the link governor must be completed in time to be sent out to governors with other paperwork one 
week in advance of the LGB meeting. Having read this, governors should try to send any questions arising to the clerk for circulation in advance of 
the meeting. When possible, it is the link governor who should raise the Healthcheck at the LGB meeting, with the member of school supporting.  
This should not involve reading or summarising the whole document; only significant issues, or questions to be answered, should be raised.     

5. At the LGB meeting, governors should scrutinise the Healthcheck and any evidence presented to satisfy themselves that they can confidently 
agree the proposed rating (or, when appropriate, to amend it). A brief summary of any discussion or questions asked at the LGB will be added to the 
Healthcheck commentary by the clerk, from the minutes of the meeting, and returned to the school ready for the next update. 

6. Once agreed, the final Healthcheck should be sent to the Clerk of the Trust Board; ready to be forwarded to the next relevant Committee. 

Rating: 
Green suggests the school is highly effective in this measure (A strength of the school; Ofsted Good or better) 
Red suggests the school is not yet effective in this measure (An area for development for the school; Ofsted RI or worse) 
White suggests the school is effective in this measure but is working to improve it (Broadly average; not yet confidently Ofsted Good) 
Draft Healthcheck completed by: Stephen Ley (School Representative)  

Meeting to confirm the Healthcheck with: Paul Claydon (LIFE Exec/Link Gov) on (Date) 

Healthcheck presented to and agreed by the LGB on: __________________ (Date) 

  Completion Date: Apr 

2021 

Sept 

2021 

 Jan 

2022 

QE1 Intent W W W 

QE2 Implementation  W W W 

QE3 Impact W W R 
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QoE1 Curriculum Intent 
 

RAG Rating: RED 
 

WHITE 
 

GREEN 
 

Guiding questions: 
1.1  What planning has taken place for the design of the current curriculum? Who was involved in the planning? What training has been provided for staff?   
1.2  How does the curriculum address the needs of all learners, particularly the most disadvantaged and pupils with high prior attainment or SEND?   
1.3 Outline how the curriculum is broad and rich for all learners in all year groups/key stages? How is it sequenced to ensure progression of knowledge/skills? 
1.4 How is curriculum coverage monitored and how are potential gaps in pupils’ knowledge and skills identified and addressed? 
1.5  How is “cultural capital” developed in pupils, both in lessons and extra-curricular?  
1.6 How does the curriculum address personal development, health, citizenship, appreciation of human creativity? If not taught in lessons, how do you ensure 
 coverage for all pupils?  
1.7  Does the school have a Curriculum Policy? How is this reviewed? What curriculum developments are currently being planned? 

School’s information and narrative: (to include actions and impact since last Healthcheck)  
1.1 What planning has taken place for the design of the current curriculum? Who was involved in the planning? What training has been provided for staff?   
The curriculum development is overseen by the Headteacher and a timetable of training and support is planned termly to support curriculum development alongside teacher 
CPD.  In the Summer term the LIFE education Trust appointed subject development coordinators and we have begun work on the English curriculum. Power of Reading has been 
purchased and teachers have mapped the English focus texts to their topics. This term the staff have started using the Power of Reading and have been predominantly positive 
about the scheme and its impact on the children. A monitoring of Teaching and Learning using the scheme was carried out by Melissa Taylor on 10th November and was positive 
about several aspects of the teaching of the scheme. She als gave several suggestions on improving the approach further, this included the implementation of the scheme in EYFS 
as well. This is being looked at across the Trust as to the best approach for this year group.  
There have been discussion and agreement around the 4 rural schools using the same curriculum materials to deliver the curriculum. There is now a LIFE curriculum model in 
place that all staff were consulted on. Further planning meetings took  place in the Spring term to work towards a full implementation of the rural curriculum model by 
2021/2022.  Curriculum design for EYFS has started to be planned based on the new development matters frame work in preparation for September 2021, this heavily involves 
the Reception teacher as part of planning. Since September, new procedures have been put into place regarding questions or difficulties staff have had regarding the new 
curriculum and resources needed to implement it. This has increasingly helped teachers and is beginning to reduce workload.  
The RSE Trust policy has been through parental consultation. The policy includes the schools overview for PSHE and Relationships and Sex Education.  All class teachers have been 
involved in the planning stages of the LIFE Rural Primary Portal where planning has been uploaded. This is the beginning of the 2 year rolling curriculum that has taken place. Staff 
have worked alongside class teachers within their rural primary phase to plan for the rolling curriculum. The curriculum planning has continued to be actioned throughout the 
Summer term with all class teachers contributing to the planning within their current phase. Staff meetings have continued to involve all staff and the portal for the rural primary 
curriculum has been shared.   
 
1.2 How does the curriculum address the needs of all learners, particularly the most disadvantaged and pupils with high prior attainment or SEND? 
Our curriculum is fully inclusive of all learners. The curriculum allows flexibility of the topics to fully support all pupils of all abilities in class which is further supported in class by  
a Learning Support Assistant. The design of the school day allows for appropriate intervention to take place for all learners.  In the Autumn term 2020, all pupils took part in a 
whole school project to support the transition back to school after school closures. This allowed opportunities for staff to identify where support and challenge should be 
targeted for individual pupils. In the Spring term interventions were set up and put in place to support the needs of all learners. This has had a positive impact and although it is 
not shown fully in the data there has been a marked improvement in the progress of the pupils. A new intervention timetable  has been created to support SEN pupils and those 
identified with gaps in their learning. Pupils in KS1 have been reassessed and put into new groups to support phonics and reading. In the Autumn term ,it was identified that 
pupils in Year 3 had poor phonic knowledge. Focus pupils are receiving phonic intervention at their appropriate phonic phase. It will be important to continue to evaluate the 
impact of the rural curriculum to ensure it meets the needs of the pupils at Dame Tipping. This process is an important step in the curriculum development that has been noted 
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in the curriculum action plan. A new experienced SENDCo, Jan Fisher, will be starting at the school after Christmas. She will be non-class based and work 2 days per week which 
will provide more support and expertise for our SEND pupils.  
 
1.3 Outline how the curriculum is broad and rich for all learners in all year groups/key stages? How is it sequenced to ensure progression of knowledge/skills?  
It is a priority at Dame Tipping to ensure that all children benefit from a broad and balanced curriculum.  White Rose Maths is mapped to the National Curriculum objectives and 
is clearly sequenced to ensure progression. The skills are taught during KS1 and built upon as the children move through KS2 with new skills being added as appropriate. The 
Scheme of Learning adopts clear techniques such as bar modelling and the concrete, pictorial, abstract approach (CPA). These techniques are used and built upon throughout 
each year group which supports the acquisition of new skills. As stated in 1.1 the development of the rural primaries curriculum is underway and is currently being reviewed to 
ensure that it is rich and broad for all pupils across all subjects. The new curriculum strives to give pupils enrichment opportunities and memorable moments in the children’s 
learning. Extra curricular trips and events are planned to compliment the new curriculum which link with their topics. 
 
1.4 How is curriculum coverage monitored and how are potential gaps in pupils’ knowledge and skills identified and addressed? 
White Rose Maths is mapped to the National Curriculum objectives and provides complete coverage. Since September 2020 this has also included recapping of the previous 
year’s objectives to consolidate learning and any missed content. Beginning and end of block assessments are made to identify gaps in pupils’ knowledge.   
 
In all subject’s gaps in knowledge and skill are identified through formative and summative assessments. This assessment supports teachers to identify where support is needed. 
These are addressed in subsequent lessons or through small group interventions led by support staff. Booster groups are also provided in Year 6 and will begin in the Spring term 
for Year 2. Formative and summative assessments took place in the Spring term to support teachers in identifying gaps in knowledge and content in Reading, writing and maths. 
The assessments have supported future planning and addressing areas where further support is needed. As per the Trust’s shared curriculum approach, subject co-ordinators a 
responsible for monitoring standards in their subject.  At Dame Tipping, we have been moderated in English, Maths and RE this term with further subject visits planned 
throughout the year. A typical moderation visit would include lesson observations of every teacher, book looks and pupil voice interviews. The Head of school regularly performs 
learning walks each week which frequently have a curriculum implementation focus. Planning has been carefully adapted to meet the needs of the pupils by addressing 
assessment opportunities. Formal assessment took place in the summer term to again support teacher judgements, identify gaps in knowledge and clearly identify progress from 
the spring to the summer term.  The curriculum will be covered by phase curriculum coordinators across the primary schools and the roles of the coordinators will be in role by 
September 2021.    
 
1.5 How is “cultural capital” developed in pupils, both in lessons and extra-curricular? How is full extra-curricular coverage addressed for all pupils?  
Cultural capital is developed through a variety of opportunities for pupils to develop their confidence in being confident members of their school and local community. Older 
children are given many opportunities to develop leadership skills and have key roles within the school eg. Leading playtimes for younger pupils, developing the outside areas 
etc. Our Head boy/girl and life ambassadors have been given the opportunity to work with their counterparts at the other rural primaries which has developed their confidence 
in meeting and working with others. Younger pupils have regular visitors who talk to them about key roles in the community (Nurses and fireman). All the pupils from Reception 
to Year 6 were invited to take part in a ‘carols by candlelight’ event at Chelmsford Cathedral. They performed as a choir to a large audience which helped develop confidence and 
experience performing at such a beautiful venue.  
After a break in clubs due to the COVID-19 pandemic, extra-curricular opportunities have been offered in school again. A range of clubs have been offered in a variety of different 
activities for pupils of all ages.  
Several opportunities have been planned for pupils to recognise their responsibilities to be good citizens. The school has strengthened links with our local charity, St Francis 
Hospice. The older pupils also attended a remembrance service at the church and were joined by members of the church community. The work the Rural Primaries completed  
around Amal developed pupil awareness around the plight of refugees around the world.  
Visits and days out are planned throughout the term to give pupils cultural opportunities.   
1.6 How does the curriculum address personal development, health, citizenship, appreciation of human creativity? If not taught in lessons, how do you ensure coverage for 
all pupils?  
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The school now follows the PHSE association, PSHE programme, which gives thorough coverage of personal development, health and citizenship which is taught as discrete 
lessons. Relationships and Sex education will continue to be taught as a separate unit in the Summer Term as identified in the Trust draft Policy. This unit was taught successfully 
in the Summer term. Parents were made aware of when this would take place so that they were able to support the sessions. 
 
1.7 Does the school have a Curriculum Policy? How is this reviewed? What curriculum developments are currently being planned? 
The school does not currently have a Curriculum Policy, nor is it statutory guidance to have one in place. Due to the changes that are currently taking place within the curriculum 
development and implementation of the rural school curriculum, it is our intention to have a policy in place by September 2022. The Trust are continuing to review the 
curriculum and subject leaders are receiving time and training to ensure it is of the highest quality by next academic year.  
 

WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING 
 
We consider ourselves to be WHITE for this section because… 
 
We continue to be in a period of change with our curriculum intent in order to work more proactively with the rural schools and therefore consider ourselves to be WHITE for 
this section. The intent for the Rural Curriculum is clear and staff are now more informed about the direction it is moving in. All classes are now using the curriculum planning but 
more time is needed to identify and evaluate the impact of the rural curriculum.   
The main actions required to improve/maintain this rating are … 

● To continue to work with the rural primaries to develop the Rural Primary Portal 

● To ensure that there is a clear process to evaluate the effectiveness of the curriculum for the pupils at Dame Tipping 

● To ensure that the rural curriculum meets the needs of the pupils at Dame Tipping and adapt where necessary  

● To develop ways to increase cultural capital (extracurricular) 

Additional evidence seen at the Healthcheck meeting: (This should be made available for the link  governor to scrutinise and to the LGB if requested)  
● CPD Calendar 

● Monitoring timetable 

● SDP 

Summary of key points of the previous  LGB discussion:  

Q1 – remained White.   

The RSE Trust policy has been through parental consultation and all class teachers have been involved in the planning stages of the LIFE Rural Primary Portal where planning 
has been uploaded.  
In the Spring term interventions were set up and put in place to support the needs of all learners. Further support for SEND learners has been put in place using the 5P 
approach for staff to be able to identify best learning strategies for individual pupils. Pupils in KS1 have been reassessed and put into new groups to support phonics and 
reading. Maths continues to offer support and challenge to all pupils through the use of All, Try and Aspire. It will be important to continue to evaluate the impact of the 
rural curriculum to ensure it meets the needs of the pupils at Dame Tipping. This process is an important step in the curriculum development that has been noted in the 
curriculum action plan. 
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The ongoing reviewing of the curriculum  is being undertaken by Melissa Taylor, whilst individual subject leaders are monitoring  their own subjects across the 4 Rural 
Primaries. This should ensure consistency of approach. At present, Dame Tipping has been monitored for English, Maths and RE with further monitoring visits planned for 
the rest of the academic year.   
Greater opportunities for extra curricular activities remain a focus for the year. Year 5 and 6 are vising Roxwell Primary in January to take part in an immersive Greek day.  
The school now follows the PHSE association, PSHE programme, which gives thorough coverage of personal development, health and citizenship which is taught as discrete 
lessons. Relationships and Sex education will continue to be taught as a separate unit in the Summer Term as identified in the Trust draft Policy. 
The action required to move this area to Green includes the need to continue to work closely with rural primaries and to ensure the Dame Tipping curriculum is effective 
and meets the needs of the pupils.   

 

 

QoE2  Implementation of the 
 Curriculum 

RAG Rating: RED 
 

WHITE 
 

GREEN 
 

Guiding questions: 
2.1  What systems does the school have in place to evaluate the quality of teaching and learning? What is the current evaluation? Are there any subjects or 
 areas of the school which are particular strengths or areas for development? How are these being addressed?  
2.2  How well do teachers use assessment, both in and out of lessons, to inform teaching, check understanding and provide feedback? Does the school have a 
 marking, feedback and assessment policy? Is the school assessment system efficient in terms of teacher workload? 
2.3  How does the school ensure that lessons are challenging in terms of matching the aims of the curriculum and stretching all pupils, including the more able?  
2.4 How is the development of pupils’ fluency, confidence and enjoyment of reading addressed in lessons? 
2.5  What training has been provided to teachers to support their teaching, especially in those areas in need of improvement?     
2.6 Do children attend a broad and rich range of extra-curricular activities? How is its coverage and impact for all pupils monitored and evaluated? 
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School’s information and narrative: (to include actions and impact since last Healthcheck)  

 
2.1 What systems does the school have in place to evaluate the quality of teaching and learning? What is the current evaluation? Are there any subjects or areas of the school 
which are particular strengths or areas for development? How are these being addressed?  
Regular monitoring of the Teaching and Learning takes place through ongoing learning walks conducted by the Head of School. These have been positive in terms of assessing 
strengths and areas of development for teaching and the curriculum as a whole. The school has had external visits from Ian Gurman, Carrie Prior, Sarah Tate and Melissa Taylor 
to observe lessons, speak to pupils and look at pupils work; this has provided useful feedback to the school on areas for development This follows on from the monitoring of 
teaching and learning continued throughout the Summer term where Melissa Bryan and Lucy Burton both attended Dame Tipping to undertake a monitoring visit in addition to 
the monitoring carried out by the Head Teacher. The monitoring was positive. There are now no concerns with regards to the teaching in Lower KS2 and the teaching is generally 
positive.  

 
2.2 How well do teachers use assessment, both in and out of lessons, to inform teaching, check understanding and provide feedback? Does the school have a marking, 
feedback and assessment policy? Is the school assessment system efficient in terms of teacher workload? 
During lockdown, in line with our whole school policy on marking and feedback, verbal feedback continued via MOTE (a voice recorder for verbal feedback) to offer children the 
support that they needed throughout home learning. This was also provided by written feedback to parents and accompanying phone calls home throughout the Spring term. 
The marking and feedback policy was shared with all staff at the beginning of the Summer term to ensure that all were aware of the expectations of feedback. The Head teacher 
completed a book look at 2 points during the Summer term. Feedback was given individually to staff members. Verbal feedback continues to be given and this can be seen in 
books by the use of the verbal feedback stamp. Book moderation is planned to be a focus in the Spring Term both individually as a school as well as in partnership with other 
schools within the Trust.  
 
2.3 How does the school ensure that lessons are challenging in terms of matching the aims of the curriculum and stretching all pupils, including the more able? 
As the pupils returned to school in March, the Year 6 booster to stretch children. Interventions were also put in place to offer additional support to those for arithmetic and 
reading. The use of the Mastery approach in Maths encourages pupils to develop their reasoning and explanation skills with a high ceiling on their challenge. Likewise, the Power 
of Reading promotes a deep understanding of texts to ensure pupils can explore ideas and themes throughout the texts. This stretches our most advanced readers and writers. 
Our school will be joining with other school’s within the Trust to provide enriching challenges for gifted and talented pupils. An example of this is the Mathematics competition 
which Dame Tipping will be hosting in the Spring Term. 
 
 2.4 How is the development of pupils’ fluency, confidence and enjoyment of reading addressed in lessons?  
Reading has been an area that has been identified as a limiting factor across all key stages since returning to school and current data supports this. Throughout the Spring term 
we introduced ‘precious reading time’ across the school as well as improving our systems for children and parents recording reading at home in order to support the fluency of 
reading. The changes put in place for reading have had a positive impact on pupils’ willingness to read at home. The use of the raffle system and consistent marking in reading 
records has boosted the motivation of the pupils. Library shelving has been installed in the learning hub and will house the books that the children will be able to free choose. 
This will continue to develop a love of reading. The raffle ticket system has continued throughout the Autumn Term, there has been good evidence in increased reading at home 
with greater number of comments in pupil’s reading records.  
 
2.5 What training has been provided to teachers to support their teaching, especially in those areas in need of improvement?    
Staff training is provided weekly through staff meetings and INSET days to support teaching.  
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During the Autumn term meetings were used to address 
the following: 

During the Spring term staff meetings were used to 
address the following: 

During the Summer term staff meetings were used to 
address the following: 

Power of Reading Google Classroom Rural Curriculum  

Behaviour management- whole school approaches ICT training  Pupil Transition and Handover 

SIAMS preparation Behaviour Management- 5P Profile Staff Mental Health and Wellbeing 

Safeguarding Reciprocal Reading Report Writing 

Assessment Precision Teaching Successful Headship 

Getting pupils to remember/cognitive load theory Changes to EYFS- New Development Matters Safeguarding 

Curriculum planning Early Excellence- EYFS Team Building  

SEN IEP formats Successful Headship  

 Havering Festival of Education   

 
2.6 Do children attend a broad and rich ranges of extra-curricular activities? How is its coverage and impact for all pupils monitored and evaluated? 

Name of Club Day/Time Total Pupils 
 

Boys Girls Disadvantaged 

Tennis Monday pm 18 39% 61% 16% (3) 

Football UKS2 Tuesday pm 13 38% 62% 38% (5) 

Football Year 2-4 Wednesday pm 7 100% 0% 10% (1) 

Dodgeball KS1 and 2 Thursday pm 10 50% 50% 20% (2) 

Judo KS2 Friday pm 9 20% 80% 33% (3) 

 
Extra-curricular activities have restarted since COVID-19. We were able to offer a variety of clubs with a different program offered in the Spring Term. The clubs were not as well 
attended as hoped with some clubs running at a loss and being subsidised by sports premium funding. Clubs were provided free for Pupil Premium children for one club. Next 
term, more clubs will be provided for all the age groups able to attend to hopefully boost numbers.  
The school was able to attend the Havering football tournament and despite not qualifying gave a good account of themselves.  
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WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING 
We consider ourselves to be White for this section because … 
We have clear systems in place to support curriculum implementation and this is ongoing. A clear CPD programme is in place and has been adapted in light of changes made to 
the curriculum. Steps are in place to ensure that all teaching is Good, there is a greater understanding of Assessment for Learning and Curriculum Planning. We have agreed, 
implemented and rigorously monitored the expectations of Marking, Feedback and Presentation across the school but evidence showed that this is not yet consistent and due to 
the staffing changes alongside enforced school closures, needs to be looked into again. The system set up to support remote learning was implemented well through clear 
leadership from the Headteacher. This was supported by positive feedback from staff and parents.  
The main actions required to improve/maintain this rating are … 

● Mentoring of new staff members 

● Peer lesson visits 

● ‘Challenge’ CPD sessions 

● Development of extracurricular trips and visits for all year groups. 

 

Summary of key points of the previous LGB discussion:  
Q2 – remained White  

Reading had been identified as an area of concern across all key stages. ‘Precious reading time’ was introduced across the school in order to 
support the fluency of reading. Further work is planned in the Summer term to develop reading fluency and develop the enjoyment of reading, 
this includes creating a library in the learning hub.  
Extra‐curricular activities have not taken place this term due to COVID‐19 restrictions but are set to start in the Summer term and will be run 
by school support staff. 
 

The action required to move to green includes mentoring of new staff members, Peer lesson visits, ‘Challenge’ CPD sessions and development 
of extracurricular trips and visits for all year groups once restrictions allow. 
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QoE3 Impact of the Curriculum RAG Rating: RED 
 

WHITE 
 

GREEN 
 

Guiding questions: 
3.1  How have standards in national tests/exams (both progress and attainment) compared to national standards and what has been the trend in recent years? 
3.2  How are standards in the school currently compared to past outcomes? How do you know? How are these assessed/moderated? 
3.3 Are there any groups of pupils (eg. boys, girls, PPG, HPA, SEND) who are achieving less well? If so, what actions are being taken?  
3.4 Is there significant variation in standards of pupils’ work across the different subjects of the curriculum? If so, what actions are being taken? 
3.5 How is pupils’ fluency in reading being improved and their cultural capital developed? 

School’s information and narrative: (to include actions and impact since last Healthcheck)  

  
3.1 How have standards in national tests/exams (both progress and attainment) compared to national standards and what has been the trend in recent years? 

Due to the COVID-19 pandemic, data has not been published for any educational performance data based on tests or assessments and did not take place in 2020. 
All data seen in 3.1 is historic data.  
 
YR Good Level of Development (GLD) 

 2017 2018 
 

2019 2019 
Nat Ave 

Overall 69% 77% 71% 72% 

Strengths: Progress in reception was good. 
Areas for development: 
80% not including 2 children with significant SEND  
 
Year 1 Phonics Screening 

 2017 2018 
 

2019 2019 Nat 
Ave 

Overall 60% 77% 79% 82% 

Strengths:  
● Slight % increase in phonics this year due to consistency of Read, Write, Inc synthetic phonics programme being used throughout the school.  

Areas for development:  
● To continue to embed RWI across the school  

● Target children who are not on track to pass the phonics screening (See English Action Plan 19-20)  

Year 2 ARE (SATs) 
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 2017 2018 
 

2019 2019 Nat 
Ave 

Reading 85% 63% 80% 76% 

Writing 54% 63% 67% 70% 

Maths 77% 81% 73% 77% 

Comb 54% 63% 67% 66% 

 
Strengths 

● Significant increase of children achieving ARE in Reading which is above national  

● Slight increase in % of children achieving ARE in Writing but still below national 

● Combined data 67% which is just above national. This has increased by 3% compared to 2018 and 13% compared to 2017 

Areas for development: 
● Writing attainment to be at or above national 

● Maths attainment to be at or above national 

 
Year 2 GDS (SATs) 

 2017 2018 
 

2019 2018 Nat 
Ave 

Reading 16% 13% 33% 26% 

Writing 8% 6% 20% 16% 

Maths 16% 19% 33% 22% 

Comb 0% 6% 20% 12% 

Strengths:  
● GDS is above national in all subjects.  

● GDS is above national for combined data 

Areas for development:  
● To maintain an upward trajectory for GDS within KS1 

 
Year 6 ARE (SATs) 
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 2017 2018 
 

2019 2019 Nat 
Ave 

Reading 57% 85% 69% 73% 

Writing 71% 69% 69% 79% 

Maths 43% 92% 77% 79% 

Comb 29% 69%  62% 65% 

Strengths: 
● Although still slightly below national, combined data is in line with the 2018 results 

● Similar to 2018 data and predicted 2020 outcomes. This would make a three-year trend broadly in line with national average.  

Areas for development: 
● All subjects to be at or above national 

● To increase combined attainment to meet national average 

There is a significant drop in Reading and Maths from 2018 to 2019. This attributed to mobility in Year 6. Three children joined in year 6 each as low attainers which has lowered 
the attainment in Reading and Maths significantly. There had to be a focus on securing a rounded combined score. The combined attainment for the children on roll from KS1 
would have been 88%  
 
 
Year 6 GDS (SATs) 

 2017 2018 
 

2019 2019 Nat 
Ave 

Reading 14% 39% 38% 27% 

Writing 0% 15% 15% 20% 

Maths 0% 15% 23% 27% 

Comb 0% 15% 15% 10% 

Strengths:  
● Attainment of GDS has been maintain in all subjects. 

● Combined GDS is above national average. 

Areas for development:  
● To maintain an upward trajectory for GDS within KS2 

● To improve the % of children achieving GDS in writing to be in line with national average.  
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3.2  How are standards in the school currently compared to past outcomes? How do you know? How are these assessed/moderated? 
 

 Year 1 (Internal Data)    

 2017 2018 2019 2020 2021 2021 Aut  2019 KS1 Nat Ave 

Reading 71% 77% 71% 33% 60% 50%  76% 

Writing 57% 46% 71% 33% 33% 43%  70% 

Maths 79% 62% 93% 33% 47% 71%  77% 

Comb   71% 33% 33% 43%  66% 

 

 Y2 (Internal Data)    

 2017 2018 
 

2019 2020 2021 2021 Aut  2019 KS1 Nat Ave 

Reading 85% 63% 80% 46% 53% 64%  76% 

Writing 54% 63% 67% 39% 47% 50%  70% 

Maths 77% 81% 73% 62% 73% 36%  77% 

Comb 54% 63% 67% 39% 40% 36%  66% 

 

 Y3 (Internal Data)    

 2017 2018 2019 2020 2021 2021 Aut  2019 KS2 Nat Ave 

Reading 100% 90% 50% 53% 60% 36%  73% 

Writing 58% 81% 57% 33% 53% 21%     79% 

Maths 58% 83% 71% 53% 53% 21%  79% 

Comb   43% 27% 47% 21%  65% 
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 Y4 (Internal Data)    

 2017 2018 2019 2020 2021 2021 Aut  2019 KS2 Nat Ave 

Reading 92% 93% 62% 66% 67% 57%  73% 

Writing 77% 93% 38% 66% 47% 57%  79% 

Maths 62% 77% 80% 47% 60% 50%  79% 

Comb   62% 47% 33% 50%  65% 

 

 Y5 (Internal Data)    

 2017 2018 2019 2020 2021 2021 Aut  2019 KS2 Nat Ave 

Reading 46% 85% 93% 40% 70% 61.5%  73% 

Writing 54% 69% 80% 50% 60% 61.5%  79% 

Maths 62% 77% 80% 60% 80% 54%  79% 

Comb   67% 40% 50% 54%  65% 

 

 Y6 (Internal Data)    

 2017 2018 2019 2020 2021 2021 Aut  2019 KS2 Nat Ave 

Reading 57% 85% 69% 75% 100% 80%  73% 

Writing 71% 69% 69% 42% 58% 50%  79% 

Maths 43% 92% 77% 50% 67% 70%  79% 

Comb 29% 69%  62% 42% 58% 40%  65% 

 
 
The data in the table above shows the data trends for each year group over the past 5 years. Although the data is a concern, there are many factors that can be attributed to this 
as discussed in previous health check meetings.   
 
The table below shows the data for each year group this academic year and compares them to where they were at the end of the previous year. This is the basis for the Pupil 
Progress meetings going forward which should improve progress measures in all subjects going forwards. As can be seen from the data, there has been steady progress in most 
year groups in Writing whilst Reading and particularly Maths has not made as much progress. However, when compared to Autumn of last year, there has been good progress. It 
is expected that with the benefit of having a full, generally uninterrupted term, the Spring and Summer data will show higher percentages in each subject. The Year group which 
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stands out as a concern in terms of progress is the Year 3 cohort. This is largely attributed to the jump from KS1 to KS2 as well as some generous end of KS1 assessments. This 
year group have been allocated an additional adult to provide additional group and individual support.  
 
 

Year 1 Reading % Writing % Maths % Combined % 

Summer Data 66% 33% 66% 33% 

Autumn Data 50% 43% 71% 43% 

Year 2 Reading % Writing % Maths % Combined % 

Summer Data 69% 38% 54% 40% 

Autumn Data 64% 43% 43% 37% 

Year 3 Reading % Writing % Maths % Combined % 

Summer Data 57% 50% 79% 40% 

Autumn Data 36% 21% 21% 21% 

Year 4 Reading % Writing % Maths % Combined % 

Summer Data 57% 50% 79% 47% 

Autumn Data 57% 57% 50% 50% 

Year 5 Reading % Writing % Maths % Combined % 

Summer Data 66% 56% 78% 43% 
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Autumn Data 57% 57% 50% 34% 

Year 6 Reading % Writing % Maths % Combined % 

Summer Data 66% 56% 78% 50% 

Autumn Data 50% 40% 60% 30% 

 
 
 
Pupil Progress meetings are currently taking place.  Pupils were identified for targeted intervention support for the Autumn term.  
 
 
3.3 Are there any groups of pupils (eg. boys, girls, PPG, HPA, SEND) who are achieving less well? If so, what actions are being taken? 
Previous years data has shown that the attainment of Pupil premium children is much lower than their peers. Last year there was a gap of 36% between the two groups. 
However, the progress of Pupil Premium children is generally better than that of non-PP.   

 Reading Writing Maths 

2019 Pupil Premium 
2019 Non-Pupil premium 

-0.1 
-1.4 

-0.2 
-2.7 

+0.6 
-0.8 

2020  No data No data No data 

2021 Pupil Premium 
2021 Non Pupil Premium 

+2.5 
+2.1 

+1.4    -36% 
-0.4 

-5.9 
+2.4 

 
 
 
SEND pupils attainment has been lower than that of their peers and has been previously highlighted. The progress of these pupils is also generally lower than their peers which is 
an area for development..  
This term has been focused upon improving the SEND provision of pupils. SEND meetings to discuss new IEPs were conducted and new EHCP applications were completed. New 
SENDCo Mrs Fisher will be taking a lead on providing group intervention for these pupils.  
Newly arriving pupils also perform below children who have been at the school longer. This is evidenced in end of KS2 results where pupils who arrive in year 5 or 6 have typically 
performed much lower than pupils who have been at the school longer. This pattern is also noted in internal data where pupils who have recently arrived within the last year are 
attaining lower than the class average in every year group apart from Year 3. This is a challenge for a school like ours with relatively high mobility.  
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3.4 Is there significant variation in standards of pupils’ work across the different subjects of the curriculum? If so, what actions are being taken?  
It was noted in our Peer Review (9th June 2019) that ‘Overall, the quality of presentation of pupils’ work and the standards achieved in their written work, as seen in lessons 
and in the work scrutiny meetings, was not as high as one might expect. The standards across all subjects are not yet consistent, especially those within foundation subjects. 
Cornerstones curriculum will be implemented at the beginning of the Spring term and expectations of presentation, marking and feedback will be reiterated to all staff at the 
beginning of the term. Lesson visits will begin in the Spring term as will the monitoring; these will be led by the Head of School and Executive Head by 31st January 2020.  
Lesson visits took place in November 2020. Differing standards in pupils work were identified and staff received feedback. Further monitoring took place once pupils returned in 
the Spring term. A focus on learning behaviours and presentation is needed across school. Learning walks and the English moderation has continued to identify presentation of 
work as a key area for improvement. Inset with a launch of presentation policy will take place at the start of the Spring Term. Display of pupils’ work was also highlighted as an 
area for improvement as it did not reflect good standards of presentation.  
The new head of school has recognised that Writing appears to be an area for development. This is particularly the case for spelling and handwriting.  
 
3.5 How is pupils’ fluency in reading being improved and their cultural capital developed?  
Children are taught reading skills from entry into the Early Years Foundation Stage and continue to build on these skills throughout their school life. The children quickly become 
skilled confident readers and show enjoyment in developing independent, successful reading skills. We use phonics as a prime early reading skill following a Systematic Synthetic 
Phonics approach. As a school we realise that, while phonic knowledge is an excellent tool for reading, other skills support reading development too. Alongside decoding skills, 
children are taught sight recognition words (words that you are unable to use decoding rules to read). This facilitates the development of fluency as the reader gains confidence 
to recognise words on sight rather than applying phonic skills. Children are also taught to use contextual and visual clues to work out unfamiliar words within the text. 
Comprehension and vocabulary are taught throughout topics, shared stories and discussion during both class and guided reading time. Our School Home Reading Scheme is 
based on Oxford Reading Tree (ORT). This scheme has a range of phonic based texts, both fiction and non-fiction, plus books that enable children to apply their sight recognition 
and context skills in addition to decoding. In addition, we have a range of different texts types from different publishers that children have access to. These have been colour 
coded to reflect the progression of sounds and words taught. During the school day, teachers use a range of texts within their daily Guided Reading sessions. These books are 
also organised into coloured bands. The books are new to the children and set at a slightly harder reading level than their home reading book to ensure that children are 
supported and challenged in equal measure. We ensure that these books are from a variety of schemes to allow our children access to as many types of texts as possible. English 
lessons are book based. The focus books for each unit of learning are selected to ensure engagement for all and reviewed regularly in line with new cohorts. Reading is 
celebrated throughout the school and parents are given support and guidance as their child progresses through the stages of reading development. See 3.1 and 3.2 for reading 
attainment. Cultural capital is developed through the choice of texts. The Power of reading scheme was chosen for the range of different text types from different cultures and 
timeframes as well as being very much focused on drama and discussion to enhance children’s appreciation of the whole texts they read.  
 

WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING  
 
We consider ourselves to be Red for this section because… 
There has been a downward trend in pupil attainment, this has been impacted further due to school closures and this requires more time to address the gaps in learning before 
we will see a rise in data. The focus continues to be on Quality First Teaching and a clear plan is in place to improve whole school data. Due to the circumstances data is skewed, 
however, through rigorous knowledge and knowing our pus needs we have put together a system of supporting pupils through targeted intervention support. The data is a 
concern but there are plans in place to improve this but this will take time to implement. Pupil progress meetings are to be more precise in terms of identifying pupils who are 
not making progress and regular monitoring of these pupils. The lack of progress in improving pupil presentation needs immediate addressing.  
 
The main actions required to improve/maintain this rating are … 

● Whole school data improvement in the Spring term 

● Marking and Feedback policy to be updated and monitored 
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● Further CPD for Curriculum Development 

● CPD for all staff in supporting SEND  

● Evaluation and Monitoring of Interventions 

● Opportunities to develop Cultural Capital are planned into topic overviews when situation allows 

● Presentation Inset with ongoing monitoring and feedback. 

Additional evidence seen at the Healthcheck meeting: (This should be made available for the link governor to scrutinise and to the LGB if requested)  
● On Track monitoring 

● Pupil Progress Meeting Minutes 

● Venn Diagrams 

● Moderation Materials 

● Pupil Premium Review Report 

Summary of key points of the previous LGB discussion:  
 

Q3 – remained White 

Comparisons in data are difficult due to the closures caused by the pandemic and figures from 2019 are not relevant. Years 1-4 appear to have 
been most affected by the closures and the gap for SEND & PP pupils has increased. The school is aware of this and measures are in place 
to improve learning behaviours and belief in achieving 

The action required to move to green includes further CPD for Curriculum Development, monitoring of SEND group attainment and progress 
and CPD for all staff in supporting SEND. 

Governors agreed a RAG rating of WWW by a show of hands 

RAG Rating WWW 
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Personal Development Healthcheck report for Standards Committee   
 
School Name: Dame Tipping C of E Primary SchoolTerm to which this Healthcheck applies:  Autumn    Spring     Summer   
                  2021        2022   2022 
Completing the Healthcheck: 

1. For each of the 3 sections that follow, the school should complete a draft response, to include brief detail, data and explanation and a proposed 
rating. This should be sent to the link Governor and the Director of Standards a week in advance of the meeting. Additional data and examples may 
be made available for scrutiny at the meeting. Relevant information from the previous Healthcheck should be retained; out-of-date- information 
should be delete; changes or new information should be highlighted in YELLOW.  

2. The link governor and/or Director of Standards will meet with the school representative to interrogate the document, scrutinise evidence, agree 
the proposed rating and agree how much and which evidence should be presented to the LGB (Local Governing Body).  These meetings may be 
held in person or virtually and may be preceded by email exchanges regarding the draft content 

3. Where any category is not rated Green, a brief outline of actions being taken should be included; if any category is rated Red, a separate 
exception report should be provided. 

4. The final Healthcheck draft as agreed with the link governor must be completed in time to be sent out to governors with other paperwork one 
week in advance of the LGB meeting. Having read this, governors should try to send any questions arising to the clerk for circulation in advance of 
the meeting. When possible, it is the link governor who should raise the Healthcheck at the LGB meeting, with the member of school supporting.  
This should not involve reading or summarising the whole document; only significant issues, or questions to be answered, should be raised.     

5. At the LGB meeting, governors should scrutinise the Healthcheck and any evidence presented to satisfy themselves that they can confidently 
agree the proposed rating (or, when appropriate, to amend it). A brief summary of any discussion or questions asked at the LGB will be added to the 
Healthcheck commentary by the clerk, from the minutes of the meeting, and returned to the school ready for the next update. 

6. Once agreed, the final Healthcheck should be sent to the Clerk of the Trust Board; ready to be forwarded to the next relevant Committee. 

Rating: 
Green suggests the school is highly effective in this measure (A strength of the school; Ofsted Good or better) 
Red suggests the school is not yet effective in this measure (An area for development for the school; Ofsted RI or worse) 
White suggests the school is effective in this measure but is working to improve it (Broadly average; not yet confidently Ofsted Good) 
 
Draft Healthcheck completed by: Stephen Ley (School Representative)  

Meeting to confirm the Healthcheck with: Sarah Bimpong (LIFE Exec/Link Gov) on (Date)  

Healthcheck presented to and agreed by the LGB on: __________________ (Date) 

  Completion Date: Apr 

2021 

Sept 

2021 

 Jan 

2022 

QE1 Intent W W W 

QE2 Implementation  G G G 

QE3 Impact G G G 
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PD1  Spiritual, Moral, Social & 
 Cultural Development 

RAG Rating: RED 
 

WHITE 
 

GREEN 
 

Guiding questions: 
1.1  How does the school provide for pupils’ spiritual development? What opportunities exist for pupils to reflect upon their own beliefs & perspectives on life 
 (religious or otherwise)? How is a sense of creativity and fascination fostered? How successful is this currently and what future actions are being taken? 
1.2  How does the school provide for pupils’ moral development? How do you know if pupils understand the difference between right and wrong? How is this 
 developed? And how are pupils encouraged to see the consequences of their actions and behaviours? Where are moral and ethical issues explored in the 
 curriculum? How successful is this currently and what future actions are being taken? 
1.3 How does the school provide for pupils’ social development? How are pupils encouraged to work/socialise with others from different backgrounds (ethnic,
 religious, economic)? How does the school teach cooperation & conflict resolution? How successful is this currently & what future actions are being taken? 
1.4 How does the school provide for pupils’ cultural development? How are pupils helped to understand & appreciate the cultural influences that shape one’s 
 own heritage and exist in modern Britain? How is participation encouraged and monitored in artistic, musical, sporting and cultural activities? (see QoE 2.6) 
            How successful is this currently for all groups of pupils) and what future actions are being taken?   
1.5       (for Church Schools only); How well prepared is the school for SIAMS and what evidence exists to support this judgement?  

School’s information and narrative: (to include actions and impact since last Healthcheck)  
1.1 
Pupils’ spiritual development is supported in a range of ways. Pupils are encouraged to be reflective through assemblies and PSHE lessons.  After some of the restrictions of 
Covid, we have been able to reintroduce assemblies including having Revds David and Geoff visiting the school to lead assemblies as well as Faith Spinks from the Trust. Within 
the RE scheme of work pupils learn about different religions and beliefs to support their understanding of different views on life.  The RE Medium Term Plans are now in place 
and teachers have been supported by Sarah Tate who has also visited the school and provided support to teachers and the Head of School. Children are encouraged to share 
their own beliefs and perspectives on life through class collective worship and leading their own assemblies. The school continues to have close links with St John’s Church and 
whilst we have been unable to visit the Church, we have visited the grounds for a memorial service outside. The school has also given a role to a Year 6 pupil who is in charge for 
overseeing the spiritual side of our school life. He regularly meets with the Head of School to suggest ideas as well as contributing to assemblies.  
1.2   
The school provides moral development through its Core Christian Values; Courageous Optimism, Boundless Creativity and Heartfelt Compassion which are now embedded 
across school and pupils and staff are actively discussing and modelling the values. The Values continue to support the behaviour expectations of all pupils and are discussed to 
support the children in identifying right and wrong and allows opportunities for reflection and conflict resolution. A new behaviour policy has been drawn up[ to give more 
structured recognition to pupils who consistently display our values and follow the rules. Moral and ethical issues are explored through class and collective worship and pupils 
are asked to share their thoughts, feelings and opinions on a number of matters.  
1.3 
Pupils are encouraged to develop an understanding of social issues through RE and collective worship, but also through the large array of charity work that they do. Throughout 
the Summer Term they have raised money for St Francis Hospice and we have also continued to support and sponsor the education of two pupils in The Gambia. The school has 
promoted the Rural Primaries ‘Amal’ project which has helped our pupils recognise the plight of refugees and has clear links with our value of ‘Heartfelt compassion’. The LIFE 
ambassador pupils participated in discussions regarding this and plans for the future with their counterparts from the other Rural Primaries.   
Through modelling of our behaviour expectations and use of the behaviour script Pupils are supported during conflict resolution and we are working to support them in 
becoming independent in doing so. All behaviour incidents are monitored through MyConcern. Social development has been an important consideration through the return to 
school as pupils have had limited to no interaction with others. Social groups have continued to take place throughout the Summer term and games and activities that were 
planned to support break and lunchtimes have had a positive impact on behaviour throughout the summer term. This term Year 5 and 6 pupils have been encouraged to be play 
leaders for the younger children and have received training in this. There has been excellent feedback from staff and younger pupils on the excellent job our Play leaders are 
doing. Staff have supported pupils in speaking and acting kindly, encouraging others and have modelled conflict resolution. This has seen the children happy to independently 
resolve conflict themselves and encourage others to participate.  
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1.4  
The school is multicultural and teachers encourage pupils, through class discussions and presentations, to celebrate and explain aspects of their cultural heritage. For example, 
children in The Autumn Term enjoyed assemblies about Diwali and an assembly about Hanukah.  Pupils are taught through topic and English about a wide variety of cultures. In 
the summer Term, Health and fitness week provided opportunities for pupils to identify how singing, dance and art impacted positively on mental health. All pupils had the 
opportunity to participate in ‘Tipping’s Got Talent’ where they were able to showcase many talents including, singing, dancing and comedy. The Year 5 and 6 pupils put together 
a Victorian Medley of songs and dances based on their Victorians topic. In the Autumn Term, pupils had the opportunity to perform in the Chelmsford Cathedral, singing Carols 
to a large audience in a beautiful setting.  
 
1.5  
The Head Teacher has continued to liaise with Carrie Prior, Diocesan advisor with the most recent face to face visit taken place in the Summer term. This year the school has 
worked on 3 of the 7 strands; Strand 1 Vision and Leadership, Strand 7 The Effectiveness of Religious Education and Strand 6 The Impact of Collective Worship. Evidence and 
impact of this can be seen in the SIAMS SEF where areas for development have been identified.  This was followed up with a visit from Carrie prior and Ian Gurman in the 
Autumn Term which was very useful for the new Head of School.  
The teachers all attended a SIAMS Inset, held at Roxwell Primary School, which went into detail about the SIAMS process and how to generate evidence for it which was well 
received by all teachers.   

WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING 
 
We consider ourselves to be White for this section because … 
The school continues to have a strong moral and spiritual ethos which is displayed in the way the staff and children work together and interact. However, due to teh 
changes with curriculum and the enforced closures and restrictions there has yet to be the opportunity to fully embed these practices in to the school. Once further 
cultural aspects have been enhanced through the curriculum and additional extracurricular opportunities planned, we would consider ourselves to be green. 

The main actions required to improve/maintain this rating are … 
● Develop prayer and spirituality through the work of the collective worship team. 

● Extend the use of debating in the school through a debating club and use of debate within the classroom. 

● Plan and implement a programme of cultural experiences which is wide and varied 

● Develop further links with our community in order to offer more memorable experiences 

● To ensure there is a clear Christian ethos running through the school which is evident in classroom displays and shared areas.  

Additional evidence: (This should be made available for the link governor to scrutinise and to the LGB if requested)  
● Forest school and production photographs 

● Discussions with pupils around the school’s core Christian values 

● Meeting notes RE Advisor 

● SIAMS SEF 

Summary of key points of the previous LGB discussion:  
P1 – remains White 

The RE plan continues to be implemented and Rev David has been involved in some live assemblies. 
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The pupils live & breathe the values and these have helped with behaviour and conflict resolution during the transition of children returning to 
school. The school hopes to extend opportunities for cultural development to both staff and pupils in the future. Mrs Bimpong reported that she 
had been appointed Cultural Intelligence Trainer for her NHS Trust and would be able to provide further support with this  

The action required to move to green includes opportunities in place for cultural development 

PD2  Preparation for Adult Life in 
 Modern Britain 

RAG Rating: RED 
 

WHITE 
 

GREEN 
 

Guiding questions: 
2.1  In what ways, and how successfully, has the school established an inclusive environment and promoted equality of opportunity? 
2.2  How well do pupils understand the fundamental British Values? How do you know? How is this being developed and deepened? 
2.3 How do pupils learn about such issues as protected characteristics, FGM, Prevent, gangs, criminal and sexual exploitation?  
2.4 How well prepared are pupils for their next steps (education or employment)? What information, advice and guidance is provided? 

School’s information and narrative: (to include actions and impact since last Healthcheck)  
 
2.1 The school strives to provide an inclusive environment for all pupils.  Our one level school building provides the opportunity for ease of access for all pupils and family 
members.  Our admissions policy ensures that an inclusive environment is provided for all prospective pupils.  Teachers’ planning and lesson delivery is tailored to support all 
children and support all children to achieve to the best of their ability.  For children who are unable to access the curriculum set for their age, adaptations to provision have been 
made including a designated learning area with specific lessons planned to their developmental needs. All children are aware of the range of behavioural, medical and learning 
needs across our school and this is built upon through class discussion and assemblies. As a school we celebrate our differences and to date have participated in a Deaf 
awareness day, Black History Month, Anti-Bullying and Diabetes awareness. Support continues to be put on place for pupils with additional needs so that they are able to be 
included in everyday classroom and school activities. Throughout the Summer and Autumn Terms there have been additional meetings with parent and carers to identify the 
progress and support that their children have made. Changes have continued to take place within their provision and additional support from the Havering SEND team has been 
useful.  
2.2 
All year groups are taught about British Values through PSHE lessons. There is a whole school half termly focus on one of the British Values and a specific PSHE lesson focuses on 
this value as appropriate in the different key stages. The school website contains information about each of the British Values and examples of how these could be 
demonstrated. Democracy is focused on throughout the curriculum and pupils are regularly given the option to vote for a variety of things including certain roles and 
responsibilities. This still remains an element which needs further development through more explicit links to British Values displayed within the school.  
 
2.3  
All pupils participated in the online NSPCC Speak out, Stay Safe Assembly on the 16th November as part of Anti-bullying week. They were able to discuss ways that they could 
seek help. Relationship and Sex Education took place for all Year 6 pupils in the Summer term. A Year 6 to Year 7 transition pack was completed by all Year 6 pupils and this was 
supported by the Church moving on activities. All staff received Level 2 safeguarding training in the Autumn Term which included CSE awareness as updated in the ‘Keeping 
Children Safe in Education’ guidance. A ‘keeping safe’ display was also created in a prominent shared area within the school to ensure that all pupils are clear about what support 
is available to them.  
 
2.4  
The children are well prepared for their next step in education, both within Dame Tipping and once the children move on to secondary school.  Although we are a small school 
and, in some cases, taught by the same teacher over 2 years, the transition is still as important. All children had the opportunity in the summer term to meet their new teacher 
and class and visit their new classroom, listen to a story, complete some learning and become familiar with their new surroundings.  To help prepare the children for the new 
school year, all teachers complete a pupil hand over to so that all necessary personal and academic information is passed on. The children in Y6 are well prepared for their 
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journey into secondary school.   Transition for Year 6 pupils was unable to go ahead but they were supported in school by their class teacher and with a visit from Revd, David.  
For children on the SEN register or who are identified by staff as benefitting from additional support, the SENDCo meets with a representative from the child’s new secondary 
school, the child, parents and class teacher to take part in a PCR (a pupil centred review) which details the children’s view on themselves as learners.  Despite their being some 
new teachers to the school, there has been good consistency of approach which has helped pupils transitions.  

WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING 
 
We consider ourselves to be Green for this section because our school environment is inclusive and promotes equality of opportunity. The children are aware of British Values 
and how they are promoted throughout our school. Children are not yet all able to explicitly explain protected characteristics, however, this is an area that we will continue to 
embed throughout the next academic year and evidence and promote through pictures and news via the school website. 
The main actions required to improve/maintain this rating are … 

● A programme of collective worship has been planned to include teaching around protected characteristics, such as disability. 

● Further Staff training on Safeguarding concerns- ie-PREVENT to be planned in (CPD timetable) 

● Update the website with up to date information, events and successes 

● Develop deeper roots with British Values as a school and a community 

Additional evidence: (This should be made available for the link governor to scrutinise and to the LGB if requested) 

● Collective Worship and Assembly rota 

● British Value displays in classrooms 

Summary of key points of the previous LGB discussion:  
P2 – remains Green  

There are transition processes in place for pupils moving up and moving on and they are provided with lots of support. 
The school continues to develop British values. 
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PD3  Physical & Mental Health RAG Rating: RED 
 

WHITE 
 

GREEN 
 

Guiding questions (see also PD1 above): 
3.1  In what ways, and how successfully, does the school develop pupils’ character? 
3.2 In what ways, and how successfully, does the school develop pupils’ confidence and resilience thereby strengthening their mental health? 
3.3  What support and training has been provided for pupils for issues of health, online safety, risks to their wellbeing, bullying and social media?  
3.4  How does the school develop the pupils’ age-appropriate understanding of sex and healthy relationships? 
3.5 How does the school develop pupils’ understanding of and participation in healthy lifestyles, including through extra-curricular activities? 

School’s information and narrative: (to include actions and impact since last Healthcheck)  
3.1  
Our school core values; Courageous Optimism, Boundless Creativity and Heartfelt Compassion underpin everything we do as a school community and these have a very positive 
impact on our pupils. The Values are modelled by staff which are used the values to as a foundation to support the pupils. Throughout school closures and upon return to school 
there have been opportunities to use the shared language of our values. Assemblies, which are planned centrally by the Trust and adapted for the school, reference all of the 
Core Values and how characters from the stories display these values. Core Value Commendations are a way of celebrating when the Core Values have been met. Pupils are 
encouraged to share their own personal achievements and they are recognised for this in the weekly achievement assemblies. As a school, we recognise that pupil’s mental 
health and well-being is paramount to their growth and development into adulthood.  We strive to support our pupils to develop a strong sense of self and have positive mental 
attitudes. Forest School continues to be provided for pupils in EYFS and Key Stage 1, it was also provided by Pupils in Year 3 last year who missed sessions due to the pandemic as 
we value this as an opportunity to develop pupils’ character.   
 
3.2  
Teachers deliver PE sessions each week to support pupils in building resilience and stamina as well as developing an understanding of how exercise supports well-being. Teachers 
and pupils agree that this has supported their transition back to school and following the new Complete PE scheme has been a welcomed structure for lessons and staff 
development. Emotional Literacy support and Thrive sessions have been tailored to meet the needs of pupils who require more support to develop learning behaviours in school.  
On returning to school since the lockdown, many pupils have reported feeling upset and have found the transition back into school very difficult, a priority focus in school has 
been on learning behaviours and ways to develop a growth mindset. There has been increase in PSHE and circle time to allow the children the opportunity to speak openly about 
how they are feeling. In response to this need, interventions have been set up to cover a range of academic and social groups. In the Autumn Term, pupils requiring additional 
support due to emotional or social concerns were identified and are receiving small group or 1-to-1 support via the ELSA program. This is now a structured program which will be 
monitored by both The ELSA assessments and the SENDCo.   
Greater opportunities to take part in social and competitive sport outside of school hours has also been introduced to develop pupils resilience, wellbeing and self-esteem.  
 
3.3  
National internet safety day was recognised during school closures and children participated in a range of activities remotely. Safeguarding training in the Autumn Term had an 
emphasis on cyber bullying in relation to keeping children safe, this included illustrating to staff warning signs to look for when identifying potential incidents of online bullying.  
This followed on from staff training which took place in the previous Term to support the teaching of internet safety and were introduced to the DfE Education for a Connected 
World Framework. The ICT lesson in the Autumn Term have been primarily focused around the safe use of the Internet. These have included sessions regarding what to do if 
they feel they are approached Online or if they feel they are being bullied online. There are frequent open discussions about wellbeing throughout school and children are 
supported with whole class strategies and individual support from the ELSA.  Throughout the Summer term the ELSA has been used to support larger groups of pupils in a class 
setting rather that 1:1 and this has had a positive impact on the mental health and wellbeing of these pupils. They have reported enjoying school more.  
 
 
 



7 
 

3.4    
The Trust RSE policy was circulated for consultation with parents and carers in the spring term. The schools overview for RSE was evaluated and refined in order to be included in 
the Trust policy and meet statutory DfE guidance. As previously mentioned, ICT lessons in each Key Stage has been proactive in teaching pupils the dangers of inappropriate 
online behaviour.  
 
3.5  
During the Summer term we opened up two slots for after school clubs called ‘Kids Fitness’ where the children attending the after school club which was run by support staff to 
provide additional exercise to promote a healthy lifestyle. During the Summer term the whole school also participated in health and fitness week where not only did they learn 
about keeping fit, they also learned about eating the right foods, All children had the opportunity to make a healthy snack. With restrictions being lifted in the Autumn Term, the 
school has been able to provide a good range of extra-curricular clubs. This has allowed pupils to have structured activity after school in sports they are familiar with, or to try 
new sports. 
 

WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING 
 
We consider ourselves to be Green for this section because we have robust systems in place and embedded across the school that support the physical and mental well-being of 
all of our pupils. We have worked hard to support learners in being resilient this term and this will continue into the Autumn term. Pupils have strategies to support them with 
learning and opportunities have been sought throughout the Summer term to support and improve the mental health and lifestyles of our pupils.  
 
The main actions required to improve/maintain this rating are … 

● Continue to develop ways to further build resilience across the school 

● Strategies and resources to support Mental Health across the school  

 

Additional evidence: (This should be made available for the link governor to scrutinise and to the LGB if requested)   

● CPD timetable  

● ELSA documents 

● Newsletters 

● Health and fitness week timetables 

● Twitter feeds 

 

Summary of key points of the previous LGB discussion:  
 

P3 – remains Green 

Resilience and mental health have been a priority and pupils have been encouraged to have a growth mind-set. Staff have modelled behaviours 
by speaking about their emotions and the academic support put in place has improved self-esteem. 
National internet safety day was recognised during school closures and we were introduced to the DfE Education for a Connected World 
Framework. - a real eye opener! 
There were some incidences where social media and the Google Classroom platform were not used appropriately, and these were used as 
examples - parents had been spoken to and were supportive. 
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The Trust RSE policy was circulated for consultation with parents and carers in the spring term and no questions were received. 
Extra-curricular activities will recommence after half term and this will be used as an opportunity to ask pupils what they would like and to 
identify gaps and support. 

Governors agreed a RAG rating of WGG by a show of hands 

RAG Rating WGG 

 



 

1 
 

   
 

 
 

 
 

 
Behaviour and Attitudes Healthcheck report for Standards Committee 
  
 
School Name: Dame Tipping C of E Primary School Term to which this Healthcheck applies: Autumn  Spring         Summer 
                  2021   2022   2022 
Completing the Healthcheck: 

1. For each of the 3 sections that follow, the school should complete a draft response, to include brief detail, data and explanation and a proposed 
rating. This should be sent to the link Governor and the Director of Standards a week in advance of the meeting. Additional data and examples may 
be made available for scrutiny at the meeting. Relevant information from the previous Healthcheck should be retained; out-of-date- information 
should be delete; changes or new information should be highlighted in YELLOW.  

2. The link governor and/or Director of Standards will meet with the school representative to interrogate the document, scrutinise evidence, agree 
the proposed rating and agree how much and which evidence should be presented to the LGB (Local Governing Body).  These meetings may be 
held in person or virtually and may be preceded by email exchanges regarding the draft content 

3. Where any category is not rated Green, a brief outline of actions being taken should be included; if any category is rated Red, a separate 
exception report should be provided. 

4. The final Healthcheck draft as agreed with the link governor must be completed in time to be sent out to governors with other paperwork one 
week in advance of the LGB meeting. Having read this, governors should try to send any questions arising to the clerk for circulation in advance of 
the meeting. When possible, it is the link governor who should raise the Healthcheck at the LGB meeting, with the member of school supporting.  
This should not involve reading or summarising the whole document; only significant issues, or questions to be answered, should be raised.     

5. At the LGB meeting, governors should scrutinise the Healthcheck and any evidence presented to satisfy themselves that they can confidently 
agree the proposed rating (or, when appropriate, to amend it). A brief summary of any discussion or questions asked at the LGB will be added to the 
Healthcheck commentary by the clerk, from the minutes of the meeting, and returned to the school ready for the next update. 

6. Once agreed, the final Healthcheck should be sent to the Clerk of the Trust Board; ready to be forwarded to the next relevant Committee. 

Rating: 
Green suggests the school is highly effective in this measure (A strength of the school; Ofsted Good or better) 
Red suggests the school is not yet effective in this measure (An area for development for the school; Ofsted RI or worse) 
White suggests the school is effective in this measure but is working to improve it (Broadly average; not yet confidently Ofsted Good) 

  Completion Date: Apr 

2021 

Sept 

2021 

Jan 

2022 

QE1 Intent W W W 

QE2 Implementation  W W W 

QE3 Impact W W W 
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Draft Healthcheck completed by: Stephen Ley (School Representative)  

Meeting to confirm the Healthcheck with: Sharon Harris (Link Gov) (Date)TBC 

Healthcheck presented to and agreed by the LGB on: __________________ (Date) 

 

B1 – Behaviour Systems RAG Rating: RED 
 

WHITE 
 

GREEN 
 

Guiding questions: 
1.1  How is behaviour tracked and monitored in the school (including incidents of racism or bullying)? What does the monitoring show? Is any group (eg PP or 
 SEND) disproportionately represented? And what actions are being taken to improve the situation? 
1.2  What are the exclusion rates (internal, fixed term, permanent) and how do they compare to last year? Is any group disproportionately represented? 
1.3  What other data exists to help evaluate behaviour (eg rewards, sanctions, pupil voice, parental views) and what do they show? 
1.4  Is the behaviour tracking system robust and fit for purpose? Has it been reviewed? 
1.5  How effective and widely understood is the school’s behaviour policy? How do you know? 

School’s information and narrative: (to include actions and impact since last Healthcheck)  
1.1 
Dame Tipping does not tolerate or accept that bullying has a place in our school. We do not have any children who regularly and systematically make poor choices 
towards other child/children which we note as bullying. Behaviour, including racist and bullying incidents are tracked using MyConcern. There have been 12 logs on My 
Concern relating to behaviour which is an improvement on the 22 incidents in the summer term. Of these, only 2 have been serious concerns. However, there are several 
behaviour concerns regarding a new pupil who has started in Year 1. There are some SEN concerns which need to be assessed regarding this pupil. There was 1 racist 
incident which resulted in the Head of School talking to the pupil and parents involved. This had a positive impact and no further incidents have happened. There have 
been two bullying claims made by parents in the Autumn Term. One was a historic complaint which was brought to my attention in the second week of Term and was 
dating back over 2 years, unfortunately the parent withdrew their child shortly after making the complaint. The second complaint was investigated and related to a child 
with SEN needs who had been physical with another child on 3 separate occasions within a week. The pupil was separated from the class initially and had several 
sessions meeting with the Head of School who also communicated with both sets of parents. Since the incidents which took place in that week, as a result of the 
intervention, there have been no further incidents.  In the summer term we monitored the behaviour of one pupil who was identified as needing additional support as 
behaviour incidents were identified as becoming very frequent. Support was put in place around transitions which is when the incidents were identified. Monitoring is 
continuing to take place through professional dialogue and support has been put in place where possible. Behaviour has been identified this term as requiring 
improvement. A focus has been on whole school behaviour at transition times, particularly coming in from the playground and entering Assembly. This has improved 
steadily with some new initiatives such as ‘extra playtime’ for the best class of the week coming in and going out of assembly as well as having a structured end to 
playtimes with the whistle blowing and children stopping play before coming to line up. A new behaviour policy has been put into place with clearer and more consistent 
rewards for good behaviour with the children’s ‘houses’ being more prominent in everyday school life and house points being given to incentivise good behaviour. 
Likewise, the new behaviour policy also has a clear pathway of consequences for pupils who do not follow school rules.  
 
1.2  
Spring 
There have been zero fixed term exclusion this academic year. There have been discussions with parents and carers of one child of whom behaviour is concerning and 
parental consent has been given to allow an inclusion consultation to take place with external professionals. 
 
Summer 
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There have been zero fixed term exclusion this academic year. The behaviour of one pupils as discussed previously has improved with support put in place using the 5P 
profile.  
 
Autumn  
There have been zero fixed term exclusions in the Autumn term 2021. However, one pupil was sent home from school early after a meeting with parents and was isolated 
from his class for 2 days relating to an accusation of bullying.  
 
 
 

1.3 
These are the most recent surveys from stakeholders regarding behaviour in and around school.  
Autumn Term 2021- Staff Survey- 50% agree that the behaviour of pupils is good – this is a reduction on 100% previously  
Autumn 2020 Term- Pupil Survey- 90%  agree that behaviour of pupils is good 
Summer Term 2020- Parent/Carer Survey- 86% agree that behaviour of pupils is good 
 
1.4  
As a school we agreed on 3 short, simple and memorable rules; Ready, Respectful, Safe. These rules are for all to adhere to which also support the restorative approach 
to behaviour that we are moving towards. The restorative approach will support all children to become reflective in their behaviours and seek ways to deal with conflict 
positively. The children and staff have already seen a positive impact on behaviour through the consistency of language being used by all. After reviewing the behaviour 
policy, the Head of School has increased the prominence of House points and rule reminders to add greater reward and motivation for pupils to follow the school rules. It 
is recognised that this whole school approach may be difficult for some pupils and so identified pupils will have individual behaviour plans to help improve their behaviour 
which follows the 5P model and includes a ‘menu’ of consequences which are matched to their needs. This approach is pupil centred and has had a positive impact on 
learning behaviours and understanding behaviour needs of pupils. The behaviour tracking using MyConcern is working well. The size of the school and the knowing the 
pupils well supports the tracking of pupils who have behaviour needs. The changes for individual behaviour support have been effective and there were a reduced 
number of behaviour concerns were logged during the summer term.   
 
1.5 
The school’s behaviour policy is widely embedded amongst pupils and staff. This is referred to in discussion regarding behaviour as a whole school, class and individual 
basis as necessary. All classes have a behaviour display to show the behaviour principles of ready, respectful and safe in school. This has been identified during lesson 
visits and learning walks across school. When children are asked what our behaviour principles are they will confidently recall each one. When talking with pupils, they 
can articulate the school expected behaviours as well as the values confidently and articulately.  

WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING 
 
We consider ourselves to be WHITE for this section because … 
Whilst there continue to be robust systems in place to support challenging behaviour with the use of 5P profiling and celebration of positive learning behaviours, this 
requires more time to be fully embedded. Adapting to unexpected changes with staffing and enforced school closures, the changes that have been made to the behaviour 
systems are not yet effective in all classes and changes have not yet been in place long enough to evaluate their effectiveness.  

The main actions required to improve/maintain this rating are … 

● Review the behaviour policy with staff and pupils. Explain and reinforce the revised policy to staff, pupils and parents. 

● Continue to monitor the implementation, impact and effectiveness of changes across the whole school 

● Ensure that all behaviour policies and systems are managed consistently across school. 

● Staff survey completed should reflect that behaviour has improved with a minimum of 80% agreeing this.  
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Additional evidence: (This should be made available for the link governor to scrutinise and to the LGB if requested)  

● Comments and other responses from parent, pupil and staff surveys 

● Behaviour survey  

● MyConcern and Pupil Asset 

● Behaviour Inset/CPD minutes 

● New behaviour policy 

Summary of key points of the previous LGB discussion:  

B1 – remains White 

There have been no real changes since the last healthcheck apart and the area has been overshadowed by staff changes. 

Behaviour is tracked using My Concern but due to school closures there is no data to support any progress. There have been no fixed term exclusion 
this academic year. There have been discussions with parents and carers of one child of whom behaviour is concerning and parental consent has 
been given to allow an inclusion consultation to take place with external professionals. 

A parent survey has not been carried out to date, however a survey is planned to be sent to parents in June. Certificates and attendance continue 
to be monitored half termly to ensure fairness and consistency. 

5P profiling is in place for identified pupils as a whole school system for supporting behaviour needs and includes a ‘menu’ of consequences. This 
approach is pupil centred and will continue to be monitored into the Summer term. 
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B2 – Behaviour and Attitudes RAG Rating: RED 
 

WHITE 
 

GREEN 
 

Guiding questions: 
2.1  What does the evidence of lesson visits show about behaviour in lessons, including pupils’ behaviour for learning?  
2.2  What is behaviour like around the school out of lessons? Is there a calm, orderly and positive environment?  
2.3 Is there variability in behaviour in the school? By time? Area? Year group? Pupil groups? With particular staff (eg cover, MDAs)? 
2.4 Do pupils feel safe in school? How do you know? What do pupils, parents and teachers say about behaviour?  
2.5 What methods does the school use to promote high expectations of pupils’ behaviour and attitudes? 

School’s information and narrative: (to include actions and impact since last Healthcheck)  
2.1 
Regular learning walks and visits are conducted by Head of school with many of these having a focus on behaviour and Learning behaviours. As evidenced in the Learning 
walk records, behaviour has been generally good and has improved throughout the term. In addition to the regular Learning Walks, the school has had a number of visitors 
who have all commented on good behaviour within lessons. These visitors have included subject leaders from other schools, Governors Sharon Harris and Greg Brome, 
Carrie Prior, Ian Gurman, Tim Elbourne and Parish Councillor Catherine Burnett. Further external visits are planned for the Spring Term to gain both ideas for improvement 
as well as an evidence bank for Pupil’s behaviour. 
  
2.2 
Fabulous walking has continued to be reminded to pupils as one of the key behaviour principles as they move around school. Transitions still need improvement although 
there has been some progress in this area as a result of some changes.  There have been some changes to how classes collect their belongings from the 
cloakroom/corridor and numbers of pupils have been reduced in the area at one time. Lunchtimes continue to be a concern due to lack of space for the children to move 
around in but this has improved due to staggered lunchtimes. Now that staggered lunches are no longer taking place, Lunches and Breaktimes remain the most 
challenging times of the day due to a lack of space and the logistics of pupils needing to travel through the school when going to lunch and to the playground. An additional 
MDA has been employed to help with this and Year 6 packed lunch pupils have been eating lunch in the Year ¾ classroom to ease the amount of pupils in the dinner hall 
together which has worked well.  
 
2.3 
Behaviour in Lower KS2 is not as consistently good as in the other classes; this is due to the makeup of the cohort and the level of high needs within the class. There is an 
ECT teacher in the class who has made a good start to her career and has ensured there has been clear progress in the pupils behaviour within class. Changes to the 
support staff structure have been made to ensure that there is a consistent adult to support the class and this has had a positive impact. The number of behavioural issues 
has decreased and the learning behaviours have improved within the class. We have increased the capacity of staff at lunchtimes and worked with Midday supervisors to 
ensure that incidents are dealt with using the school behaviour principles. Additional support has been given to the Midday staff to improve behaviour management. During 
the Summer Term an additional Midday was employed to support behaviour at lunchtimes. This extra support was continued after recognising more staff was required after 
the first few weeks of term. 
 
 
2.4  
Pupils reported during the review that they feel safe and happy: Pupils spoke very positively about the school, of which they are proud. They feel safe and happy and enjoy 
coming to school, as can also be seen in their high attendance rates. (QA review June 2019). There have been some parental complaints regarding the behaviour of pupils 
in LKS2, which have been dealt with by the Head of School. All changes and actions have been mentioned above. A pupil questionnaire will be carried out in the Spring 
Term. 
 
In a survey completed in Autumn 2020- 96% of pupils agreed that they felt safe in school. Staff have informed the Headteacher of an improvement in behaviour and this is 
expected to be identified in the Autumn term staff survey. In the Autumn staff survey 100% of staff agreed that behaviour was good in school. This was a positive increase 
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of 50% from the Spring 2020 survey.  In the Summer Term Parent/Carer Survey- 86% of parents and carers agreed that behaviour of pupils is good and 100% agreed that 
the school keeps their child/ren safe. Only 50% of staff feel that behaviour is good according to the most recent survey. However, it should be noted that this staff survey 
was carried out early in the term and clear progress has been made since. 
 
 
2.5  
A culture of high expectations around behaviour is modelled in school by all members of staff. The behaviour policy and principles offer fairness and consistency to all of 
our pupils. Those who model the expectations and identified in assemblies and praised verbally by staff for being role models. Weekly certificates are given out with the 
special commendations being used to recognise pupils who demonstrate good behaviour and consistently display our core values.Class Dojo points are also given to 
reward good behaviour. This is something which needs to be applied more regularly in all classes. 

WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING 
 
We consider ourselves to be WHITE for this section because … 
New staff members have picked up quickly the principles and the consistency of the behaviour has impacted positively on the transition for pupils. The behaviour policy has 
been in place for a year but has been amended to give more clearer structure with regards to rewards and consequences. The amended version is to be introduced to all 
staff, pupils and parents in the Spring Term.. Learning behaviour within KS2 has improved; this is affected by behaviour needs of individual children. Support is in place to 
improve learning behaviours of those children with low self-esteem and reliance linked to early childhood trauma. We have implemented safer and smoother transitions 
across the school and ensure a greater constancy of Behaviour expectations for all staff and children. Staff have been supported by CPD on behaviour management and 
all staff are in board to ensure that behaviour expectations are reinforced and modelled to a high expectation around the school. However this rating has been moved from 
Green to White as it is felt that since the school has reverted back to normal routines without ‘bubbles’ and transitioned times for lunch and break, these playtimes still 
present some challenges and behaviour is not presently green at these times. The new reward system should help to move this judgement to green going forwards. 
 
The main actions required to improve this rating are … 

● Monitor learning behaviour during lesson visits. 

● Implement the new behaviour policy which should give greater incentive to pupils to behave well at playtime and lunchtime.  

● External visits to evaluate behaviour within the school. 

Additional evidence: (This should be made available for the link governor to scrutinise and to the LGB if requested) 
● Pupil questionnaires 

● CPD timetable 

● Lesson Visits  

● Learning walks 

● Staff and parent feedback 

Summary of key points of the previous LGB discussion:  
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B3 – Attendance and Punctuality 
 

RAG Rating: RED 
 

WHITE 
 

GREEN 
 

Guiding questions: 
3.1  What is the current attendance rate for the school? How does this compare to the LA and national averages and to the school’s figures for the last 3 years? 
3.2 What is the current persistent absence rate for the school? How does this compare to the LA, national and the school’s figures for the last 3 years? 
3.3  What are the above rates for disadvantaged pupils? Are there any other groups which are disproportionately represented? 
3.4  What actions are being taken to improve the above rates? And what is the impact? How do these figures compare to the school-set targets? 
3.5 What is punctuality like? To school and to lessons? How is this monitored to evaluate any disproportional representation of pupil groups? 

School’s information and narrative: (to include actions and impact since last Healthcheck)  
3.1 Attendance 

 2017-18 (%) 2018-19 (%) 2019-20 (%) 2020-2021 2021-2022(Aut) 

School 96.5 96.6 95 96 93.3 

LA 95.8     

National 95.8     

 
Statistics release reports on pupil absence in primary and secondary schools in the 2019 to 2020 academic year have been cancelled due to COVID-19 and therefore 
cannot be compared. At present our whole school attendance has improved as can be seen in the table above, however this does not factor in the enforced school 
closures or consider illness related absences of pupils between January and March and this should be considered. Attendance of pupils accessing Google Classroom 
during school closures was monitored and where children did not attend live sessions or complete work they were contacted to encourage attendance. The % of children 
who attended regular sessions as set out by Government guidance stood at 83%. Pupils who were hard to reach were invited into school and supported through 1:1 
sessions and phone calls to encourage attendance. This had a positive impact with 96% of pupils online and regularly attending school or remote learning sessions by the 
end of the February. Whole School attendance is currently lower than we would hope for this term. This has been caused partly by several children having holidays during 
term time at the start of the year and then in the weeks leading up to Christmas we had several cases of tonsillitis, as well as many pupils being off due to cold symptoms, 
with parents being cautious and keeping pupils off school due to Covid concerns.  Havering Attendance officer visited the school in November and advised the school to 
use the Covid code more often in these examples to improve attendance figures. 
 
3.2 Persistent Absence 

 2017-18 (%) 2018-19 (%) 2019-20 (%) 2020-2021 2021-2022 

School 5.8 4.6 -- 7 17 

LA 9.0     

National 8.7     

 
Persistent absence is continuing to be monitored although the huge impact that Covid 19 is having on the health of the nation generally and everybody’s new-found caution 
with all possible symptoms of the virus has been acknowledged by school. Despite this, we have sent letters to parents regarding PA and have also continued to meet with 
the EWO during the Autumn term to identify pupils whose absence is a cause for concern. There is a large number of pupils who are persistently absent but this is a 
reflection of their being a relatively small number of days and so 7 or more absences would be considered PA. However, as the term goes on, this should be less.  
 
 
Attendance meetings took place in the spring term, 3 pupils are being monitored for Persistent absenteeism at school level. Should persistent absence continue upon 
return to school this will be escalated to the EWO. In the Summer term, we had one family whose persistent absenteeism became a concern. Home visits were requested 
by school and the EWO facilitated the visits. Monitoring will continue into the next academic year. Persistent absenteeism has increased throughout the Summer term 
however this is still below national average shared in 2018.  
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Attendance letters were sent out to all parents whose children were below 90%. meetings will take place in the Spring term for these parents if the attendance does not 
improve. 
 
 
3.3 Disadvantaged pupils and SEN 

Autumn 2019 Spring 2020 Summer 2020 Summer 2021  Autumn 2021 

Attendance PP 
(19 chd) 

92.2% Attendance PP 
(19 chd) 

93.5% Attendance PP   Attendance PP (22 
pupils) 

 Attendance PP ( 21 
pupils) 

93.4% 

Attendance FSM 
(8 chd) 

88% Attendance FSM 
(8 chd) 

90.1% Attendance FSM   Attendance FSM (15 
pupils) 

 Attendance FSM 
(14pupils) 

95.5% 

PA PP (3 chd) 16% PA PP (2 chd) 26.3% PA PP   PA PP (0 pupils)  PA PP (2pupils) 9.6% 

PA FSM (2 chd) 25% PA FSM (2 chd) 10.5% PA FSM (2 chd)  PA FSM (2 chd)  PA FSM (2 chd) 14.6% 

Attendance SEN 
No EHCP (16 
chd) 

92% Attendance SEN 
No EHCP (19 chd) 

93.6% Attendance SEN 
No EHCP (19 chd) 

 Attendance SEN No 
EHCP (19 pupils) 

 Attendance SEN No 
EHCP (19pupils) 

91.2% 

Attendance SEN 
EHCP (2 chd) 

78.1% Attendance SEN 
EHCP (2 chd) 

50% Attendance SEN 
EHCP (2 chd) 

 Attendance SEN 
EHCP (3 Pupils) 

 Attendance SEN 
EHCP (3 Pupils) 

92.8% 

 
 
Mobility in school continues to be a contributing factor for low attendance and for reasons explained in 3.2, persistent absence is lower due to keeping children on roll for 
safeguarding purposes.  
 
Spring 2021 
Attendance figures are positive however, as discussed in 3.1 this is skewed by enforced school closures and attendance codes. An additional meeting will take place with 
the EWO in the summer term.  
 
Summer 2021- School attendance group analysis report to be run by Trudy Wakeman to get data and check for missing marks to be completed on SIMS before 3.3 can be 
completed.  
 
Autumn 2021 -School attendance is low, although it is low nationally from what data is available. However, our attendance is lower than the other Rural Primaries which is 
partly the result of several severe tonsilitis cases, chicken pox and 3 families taking holidays during term time.  
 
3.4  
The school continues to work with parents, children’s services and medical professionals to raise awareness of the importance of good attendance and to put provision in 
place to support pupils being in school. First day calling is embedded in the school’s systems and home visits are carried out when no contact can be made with parents or 
other family members. Letters are sent out to parents and carers whose attendance falls below 95% each half term to make them aware of the consequences for poor 
attendance and the impact it has on progress and attainment as well as social aspects of school. As persistent absence is high, there will be meetings with parents and 
carers of these children who have attendance below 90% in the spring term. The attendance of these children will be monitored weekly.  In the Spring term, 1 meeting took 
place with parents whose children’s attendance was below 90% and this has since improved. Letters were sent out by the Head of School to parents with attendance 
below 95% and an additional letter was sent out by the Educational Welfare Officer in addition to those whose attendance was becoming a concern after discussions with 
the Head of School. 
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We continued to meet with the EWO during the Summer term to identify pupils whose absence is a cause for concern and letters have been issued. A follow up meeting is 
planned for Autumn term where the EWO will invite those whose attendance and punctuality hasn’t improved will be asked to attend to put an action plan in place. This 
meeting took place in the Autumn Term with several families identified for monitoring. This includes a family who have had historical attendance issues. 
 
 
3.5 

Punctuality in school overall is good. 2 families have agreements on place with school due to primary aged children attending different schools. The school day now starts 
at 8:45am and this has improved the punctuality of both families since returning to school in March. This has continued to be monitored in the Summer term, parents have 
been reminded of the importance of getting the children to school on time and the impact of lost learning opportunities through poor punctuality.  Punctuality continues to 
be generally good although there is a group of three pupils with poor punctuality. Parents have been spoken to and the punctuality has steadily improved in the latter part 
of the term. 
 

WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING 
 
We consider ourselves to be WHITE for this section because … 
The current data cannot be compared to national or LA due to the current restrictions with COVID-19. While there is an X- code that can be used by schools our data 
includes those who didn’t return to school in September. This data impacts negatively on our attendance figures. Systems are now in place to support attendance across 
the school. We will continue to work with families and the EWO. Half termly attendance meetings are in place and systems are being regularly reviewed. Systems and 
process for absence reporting and monitoring are in place and working well. Plans are in place to improve communications between stakeholders which will add an extra 
layer of continuity for all.  
 
The main actions required to improve/maintain this rating are … 

● Reinforce to parents that term time holidays will not be authorised and that fines will be issued by the LA. 

● Continue to work with the school nurse and other health professionals and parents to raise the attendance of pupils with medical conditions 

● Continue to work with parents and children’s services 

● To monitor children with persistent absence weekly and arrange meetings and phone calls to parents 

● Attendance throughout the school needs to be consistently above 97% 

Additional evidence: (This should be made available for the link governor to scrutinise and to the LGB if requested)   
● Attendance, PA and punctuality reports on SIMs. 

● Attendance documents from the EWO 

● Letters sent to parents 

Summary of key points of the previous LGB discussion:  
B3 - remains White  

Some figures have been skewed as the 2 home-schooled pupils were included. The percentages appear high due to the small cohorts.  
Punctuality has improved since the earlier start to the school day was implemented to allow for PPA time on a Friday afternoon. This will continue to 
be monitored for the rest of the academic year. 
Despite the inconsistencies in teaching in KS2, behaviour has remained good and systems are in place 

Governors agreed a RAG rating of WGW by a show of hands 

RAG Rating WGW 

 



 
 
 
 

Flexible Working Statement 
 

As a Trust we recognise that flexible working can offer significant benefits for our staff. 
 
Employers have certain legal obligations which enable their employee to make requests for permanent 
changes.  The circumstances in which these requests can be made and the processes we will follow are 
identified in our Flexible Working Policy. 
 
At LIFE we want to express our intention that, wherever possible, we will accommodate both these legal 
permanent changes and temporary changes to working patterns to allow all our staff to work in ways which 
enables them to flourish, succeed and be effective at work whilst maintaining a healthy balance between 
their work and the rest of their lives.     
 
Job sharing 
We will explore ways in which staff both temporarily and permanently can share the responsibilities, 
advantages and benefits that come from sharing a job.  We are proud to be responsible for the only 
secondary school in Havering which has Joint Headteachers.  
 
Working from home 
We believe that the circumstances in which we have been forced to work during the recent months have 
made it clear that it is more possible and beneficial to do some or all of our work from home or a remote 
location than many of us expected.  We will explore with all or staff regardless of their roles ways in which 
they can regularly benefit from remote working.  
 
Part time 
Where staff wish to reduce their working hours either permanently or temporarily, we will welcome their 
suggestions and try to support wherever it is possible. 
 
Compressed hours 
We will consider all requests for compressed hours weighing up the benefit for the individual and the effect 
on both their colleagues and the school making sure that there will be no detriment or perceived unfairness. 
 
Flexitime 
As an organisation which runs schools for pupils, there will be certain core times which necessitate staff 
being on site.  These will usually correspond to the school day.  However, wherever possible for either a 
short time or permanently, we will seek to find working patterns which suit staff and enable them to support 
their families and home lives.   
 
Annualised hours 
Whilst our school terms are prescribed and will dictate certain patterns which staff will need to follow, we 
will seek to enable staff to work their hours in ways which work for them and for us, supporting flexibility to 
benefit both their current situation and our needs.    
 
Staggered hours 
We do not believe that every role will need to begin or end at the same time.  Where possible we will seek 
to enable start and end times to the working day which allow staff to maintain a work life balance which 
suits them without being to the detriment of the Trust. One off situations, for example where a member of 
staff seeks to come in late for a justifiable reason and then work the requisite hours later in the same day, 
will generally be considered sympathetically.   
 
Phased retirement 
We recognise that retirement is a personal choice.  For many people it can have elements that are daunting 
as well as being attractive. For that reason, we will support our staff to transition into retirement in ways 
which they request wherever possible.  This may include supporting their request to reduce their hours, 
reduce their workload or relinquish any responsibilities they have held. 



   Name: ___________________________ 
 
 

Home School Agreement 

LIFE Education Trust Rural Primary Schools 

 

     

 As a school we will… As parents/carers we will… 
 

Our Aims Our main aim will always be to provide the best education we 
can in the most effective way possible, ensuring that the 
Christian ethos and the values that we stand for are 
incorporated into all we do.  By doing this we will enable 
children to become enthusiastic, confident, happy individuals 
who aim to and achieve their full potential and take with them, 
into the wider community, a positive attitude and a desire to 
become life-long learners. 
 

Encourage our children to have high aspirations, 
participate fully in school life and live Christian values. 

Our Behaviour Promote our school rules and positive behaviour at all times.  
Good behaviour and politeness will be praised and 
rewarded.  When the rules are not followed we will impose 
sanctions to ensure that appropriate consequences are 
followed. 
 

Reinforce the school values and support our child in 
adhering to the school rules.  Ensure our child attends 
school with the correct uniform and equipment 

Our Attendance and Punctuality Provide a prompt start to our day of learning.  We encourage 
a staggered entry to support you in avoiding traffic and 
parking problems. 
 

Bring our children to school on time. Phone before 
9:00am if our child is ill and monitor my child’s 
attendance.  Park safely and considerately 

Our Home School Links Provide an annual written report about your child and to have 
two parent’s evenings and one exhibition evening a year.  We 
will keep parents up to date in the school newsletter. 
 

Work in partnership with the school.  Do our best to 
support children with homework providing a suitable 
space for them to complete it and attending school 
events. 
 
Notify the school of any issues at home which could 
significantly affect our child/ren’s behaviour and 
progress in school. 
 



   Name: ___________________________ 
  
 

Home School Agreement 

LIFE Education Trust Rural Primary Schools 

 

     

 

Date Class Teacher’s Signature Parent’s/Carer’s Signature 
 
 
 

  

 
 
 

  

 
 
 

  

 
 
 

  

 
 
 

  

 
 
 

  

 
 
 

  

 

 



 
 

  
 
 

 

ACCESSIBILITY POLICY 
 
 
 
 

 
 
Changes to this policy due to amendments to GDPR and Keeping Children Safe in 
Education policies.   
  

Policy Accessibility Policy  
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Reported to LGBs for implementation 02.12.21 

Implementation Date 2.12.21 

Review Date Sept 2023 

Policy Source Juniper Policy 
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SCOPE:   
 
This policy applies to all staff of the Trust and is implemented across the organisation. It also 
applies to all staff at all schools and units within LIFE Education Trust.  
 
Each school within LIFE Education Trust must ensure that the contents of this policy are  
communicated to all staff.  

 
Each school within LIFE Education trust publishes this policy on its website. It is also posted 
on the Trust’s own, separate website. It is made available to staff and trade unions. 
 
INTRODUCTION:  
 
This policy and plan is drawn up in accordance with the Equality Act 2010.  This has placed 
three key duties on schools, which are:  
 

 Not to treat disabled students less favourably for a reason related to their disability. 

 To make reasonable adjustments for disabled students, so that they are not at a 
substantial disadvantage  

 Plan to increase access for disabled students. 
 
KEY DEFINITIONS USED IN THIS POLICY: 
 
LIFE  LIFE Education Trust  
The Trust  LIFE Education Trust  
The Board/Directors  The Board of Directors of LIFE Education 

Trust  
School/Trust school  An Trust School or school within LIFE  
Staff 
 
 

All staff employed by LIFE and working with 
academies, schools or units within LIFE  
 

 
All schools within LIFE are legally defined as academies, regardless of whether the term 
“school” is used to describe them in the following policy. 
 
STATUTORY RESPONSIBILITES: 
 
Definition of Disability  
 
Disability is defined by the Equality Act 2010:  
“A person has a disability if he or she has a physical or mental impairment that has a 
substantial and long term adverse effect on his or her ability to carry out normal day to day 
activities”. 
 
Life’s Vision and Values 
 
The trust is committed to ensuring equal treatment of all its employees, students and others 
involved in the Trust School community, with any form of disability and will ensure that 
disabled people are not treated less favourably in any procedures, practices and service 
delivery. Equality hinges not on treating all in the same way, but on taking positive action to 
make reasonable adjustments to redress the inequalities faced by some people and to 
promote attitudes to people with disabilities.   
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1. INTRODUCTION AND AIMS 

  

1.1 To reduce and eliminate barriers to access the curriculum and to ensure full 
participation in the Trust School community for students and prospective students 
with a disability. 

1.2 To also ensure that the needs of disabled staff and parents/carers are 
accommodated in the school environment, as far as is reasonably practical. 

1.3 The Equality Act 2010 specifies that an Accessibility Plan should make provision for: 

 Increasing the extent to which disabled students can participate in the Trust 
School curriculum  

 Improving the physical environment of the Trust School to increase the extent 
to which disabled students can take advantage of education and associated 
services.  

 Improving the delivery of information to disabled students, which is provided 
to students who are not disabled. This should take account of views 
expressed by the students or parents about their preferred means of 
communication. 

  

2. PRINCIPLES 

 The Trust recognises the duty to 

2.1 Ensure that compliance with the Equality Act 2010 is consistent with the Trust’s 
Equality Policy; its Equal Opportunities Policy; the operation of its SEN policy and 
any other Trust policy that has a focus and impact on disabled students, staff and 
parents/carers. 

2.2 Not discriminate against disabled students, staff and parents/carers in admissions 
and exclusions or in provision of education and associated services 

2.3 Not treat disabled students, staff and parents/carers less favourably 

2.4 Take reasonable steps to avoid putting disabled students, staff and parents/carers at 
a substantial disadvantage 

2.5 Publish an Accessibility Plan (detailed herein as follows) 

  

3. THE ACCESSIBILITY PLAN 

3.1 The plan is detailed at Annex A and summarised here: 

  In performing their duties, members of the Governing Body and staff will have 
regard to the Disability Rights Commission (DRC) Code of Practice for 
Schools (2002); 

 The Trust recognises and values parents’ or carers’ knowledge of their child’s 
disability and its effect on his/her ability to carry out normal activities, and 
respects their and the child’s right to confidentiality.  

 The Trust provides all students with a broad, balanced curriculum, 
differentiated and adjusted to meet the needs of individual students, 
promoting the development of a more inclusive curriculum:  

 Setting suitable learning challenges  

 Responding to students’ diverse learning needs  

 Overcoming potential barriers to learning and assessment for individuals and 
groups of students  

 Accommodating the needs of disabled staff and parents/carers as far as is 
reasonably practical. 

  

4. ACTIVITY 

 This section outlines the main activities and facilities which the Trust School already 
has in place or undertakes, or is planning to implement or undertake, in order to 
achieve the key objectives. 
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4.1 Access to Education and related activities 

 The Trust School already offers a broad and balanced curriculum with a diverse 
range of additional opportunities that are appropriately differentiated so as to 
maximise student access and to encourage wider participation. The Trust School will 
continue to review provision and seek input from students, parents/carers, relevant 
specialist advisers and appropriate health professionals on a regular basis. 

4.2 Site Accessibility 

 The Trust School has in place full disabled access to all its facilities and has ensured 
that such access has been maintained in its recent development of additional 
teaching spaces. Full access is also in place to all external parts of the Trust 
School’s site. The Trust School has similarly ensured that there are sufficient 
washroom facilities within its teaching areas designed specifically for disabled users. 
As has been best practice in the past, the Trust School will continue to take account 
of the needs of its students, staff and visitors with physical difficulties and other 
impairments when planning and undertaking future improvements and 
refurbishments of the site and premises, such as improved access, lighting, acoustic 
treatment and colour schemes. 

4.3 Access to information 

 The Trust School liaises with the Local Authority to ensure compliance with Local 
Authority and government statutes. Our aim is to ensure that students, parents, staff 
and visitors have access to the information that they need, with due regard to GDPR 
regulations. 

 Information provided by the school: 

a Students have access to information by: 

 the regular reporting of students’ progress by written reports from teachers  

 feedback from their subject teachers (verbal and written) relating to their work 
completed in class, including at Parents’ Evenings  

 reviews from enhanced monitoring through Pastoral Support Plans and IEPs.  

 the SEN review process 

  through the school student planner  

 representation on/by the Student Council 

b Parents have access to information by: 

 the regular reporting of their child’s progress by written reports from teachers 

 teachers’ written comments in students’ books / planners / letters and emails 
to parents; telephone conversations  

 talking to teachers and support staff at annual Parents’ Evenings 

 Year 6 information evening.  

 Options Evening (for students selecting their KS4 courses)  

 Form Tutors and Progress Manager’s contact with parents (where applicable 
in a Trust School) 

 the Trust school’s website 

 open mornings for parents of prospective new students  

 by prior appointment to visit the school 

 specific requests for information  

 through appointments with teachers (SEN reviews, reviewing Pastoral 
Support Plans, and any other professional’s meetings)  

 the Main School Prospectus  

 SEN information report 

c Visitors/external agencies/individuals have access to information (on a need-
to-know-basis only) by: 

 the Trust School’s website  

 contact with professionals within the school  

 by written request to the Headteacher / Head of School 
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d Accessibility of information 
The Trust School aims to provide information in an accessible format and will 
respond to individual needs and requests as they arise.  
For example: 

 the Trust School will seek support from outside agencies to provide 
information in simple language, symbols, large print, audiotape or Braille for 
students, prospective students or parents who have difficulty with standard 
forms of printed information. 

 the Trust School will also make information for parents available in a range of 
different formats, should the need arise, and be aware of font size and 
legibility when producing written information. during parents’ evenings and 
review meetings of children’s performance in school, details are confirmed to 

parents how they can access information  the Trust School will, if the need 
arises, aim to provide translation or interpreter services to ensure all 
parents/students can access information 
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APPENDIX A 
 
LIFE Education Trust - Accessibility Plan 
 

1. This Accessibility Plan has been drawn up in consultation with the students, 
parents/carers, staff and approved by the Directors of LIFE Education Trust. 
 

2. The Trust is committed to providing a fully accessible environment which values and 
includes all students, staff, parents/carers and visitors regardless of their education, 
physical, sensory, social, spiritual, emotional and cultural needs.  We are further 
committed to challenging attitudes about disability and accessibility and to developing 
a culture of awareness, tolerance and inclusion. 
 

3. The Trust is extremely well provided for in terms of enabling accessibility of provision 
for all students, staff and visitors to the school, though will continually strive to ensure 
this is both prioritised and taken into account when considering future developments.  
The following areas will form the basis of the Accessibility Plan with relevant actions 
to: 
 

 Improve access to the physical environment of the school including facilities 
provided within the classroom; 

 Improve the delivery of written information to students, staff, parents and 
visitors with disabilities. 

 Incorporate reference to accessibility within curriculum and lesson planning 
documents and within Schemes of Work. 

 Improve the virtual learning platform to enable remote access to learning.  
 

4. It is acknowledged that there will be a need for on-going awareness raising and 
training for all staff and students in the matter of disability discrimination and the 
potential need to inform attitudes on this matter.  

 
5. This Accessibility Plan should be read in conjunction with the following policies, 

strategies and documents;  
 

a. Equality & Diversity 
b. Health & Safety 
c. Equal Opportunities 
d. Special Needs 
e. Behaviour Management 
f. Child Protection 
g. Bullying 

 
6. The school prospectus, their website and LIFE Education Trust website will also 

make reference to this Accessibility Plan. 
 

7. The Trust will be particular alert to any needs arising from the requirements of newly 
enrolled students to Year 7 and Year 12 each year as well as in-year entrants where 
accessibility issues may arise.  
 

8. The plan will be monitored through the Local Governing Body 
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KEY DEFINITIONS USED IN THIS POLICY: 

 
The Trust LIFE Education Trust 
The Board/Directors/Trust Board The Board of Directors of LIFE Education Trust 

School/Trust school An Academy or school within LIFE Education Trust 

Staff All staff employed by LIFE Education Trust and 
working with academies, schools or units within LIFE 
Education Trust 

 
 

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

 
Introduction 

 

This policy is based on advice from the Department for Education (DfE) on charging for 
school activities and the Education Act 1996 section 449-462 of which set out the las on 
charging for school activities in England. The Board is required to determine and keep 
under review a policy in respect of charging and remission arrangements. No charge may be 
made by the governing body unless it has drawn up a statement of its policy. 

 

The aim of this Policy is to: 

 

 Set out what the school will not charge for, what it will make a charge for or request a 
voluntary contribution towards, from parents/carers 

 Clarify how charges will be determined, so parents and carers understand why 

 Activities for which charging is NOT permitted include: 

o An admission application to any state funded school – paragraph 1.9(n) of the 
“School Admissions Code 2012” rules out requests for financial contributions 
as any part of the admissions process; 

o Education provided during school hours (including the supply of any 
materials, books, instruments or other equipment); 

o Education provided outside school hours if it is part of the national curriculum 
or part of a syllabus for a prescribed public examination that the pupil is being 
prepared for at the school, or part of religious education; 

o Instruments or vocal tuition, for pupils learning individually or in groups, 
unless the tuition is provided at the request of the pupil’s parent; 

o Entry for a prescribed public examination, if the pupil has been prepared for it 
at the school. 

 
Charging 

 

Exceptions to the above, approved by the Board, are as follows: 
 

 Musical Instrument Tuition within Academy Hours 
Individual and group tuition in playing a musical instrument will be charged for 
provided that it is not part of the National Curriculum and is provided at the request of 
the parent. The fees for peripatetic music lessons are collected by the academy and 
remitted to the supplier on receipt of an invoice. 

 

 ‘Finished Products’ 
The Board reserves the right to charge for ingredients / materials / equipment (in 
kind) to cover costs if the parents have indicated in advance that they would like their 
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child to bring home the finished product. This is directly relevant for the cost of 
materials and ingredients. 

 

 Public Examinations 
The following charges will be passed onto parents: 
(i) The charge made by an examining board where a parent asks for an 

examination script to be re-marked and or the Examination script to be 
returned. 

(ii) The charge made by an examining board where a parent requests an appeal 
following a remark of a script. 

(iii) The cost of entering the student for an examination where the Board agrees 
to enter an ex-student for a prescribed public examination for which they have 
not been prepared by the academy; 

(iv) The examination fee where a student, with parental agreement, is entered for 
a public examination which is not prescribed by the Secretary of State and 
which is not on the Authority’s approved list for payment of fees. 

(v) The cost of the examination fee where a student does not attend the 
examination without good reason. 

(vi) The cost of a resit for any examination which the school has previously 
funded. 

 

Where a student fails, without good reason, to complete the examination 
requirements for any public examination for which the school has paid, or is liable to 
pay a fee, then the fee will be recoverable from the parents. 

 

TRIPS AND VISITS 
 

Trips and visits deemed to take place outside of academy time will be subject to charges 
in order to recover the full costs of the trip. Other trips and visits within academy time and 
for purposes of curriculum delivery will not be charged but may be subject to a request 
for a voluntary contribution. 

 

 Education Partly during Academy Hours 
Charges will be made for visits where more than 50% of the time of the visit is out of 
normal academy hours. This includes travelling time. 
Where more than 50% of the visit takes place during academy hours, no charge will 
be made but parents may be asked for a voluntary contribution towards the trip. If 
residential accommodation is involved a charge will be made for that 
accommodation. 

 

 Application of 50% Rule 
When the 50% rule is applied to residential visits, calculations are based on 
‘sessions’. Sessions are defined as from 0.00 to 12.00 and 12.00 to 24.00. If the 
number of sessions outside academy hours exceeds the number of sessions inside 
academy hours, charges can be made. e.g. a visit taking place from a Friday (if it is a 
full academy day) through to Sunday evening, would involve two sessions in 
academy hours and four out of academy hours. Charges can therefore be made. 

 

 Charging for Visits during academy time 
If a residential activity takes place largely during academy time, meets the 
requirements of the syllabus for a public examination, or is to do with the national 
curriculum or religious education, no charge may be made either for the education or 
for the cost of travel. However charges may be made for board and lodging in these 
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circumstances. 
 

 Voluntary Contributions 
The academy may wish to continue with the important work and experience derived 
from an off-site visit, but insufficient public funding may be available for this purpose. 
In order to overcome these financial difficulties, Voluntary Contributions may be 
requested for any visit taking place during academy hours. 

 
The academy will suggest to parents an appropriate amount for a voluntary 
contribution but cannot insist on payment. However, if the full cost of the trip is not 
covered by contributions, the academy reserves the right to cancel the trip and return 
all the contributions made. 

 
No student will be prevented from taking part in the visit if a voluntary contribution is 
not forthcoming, or has been insufficient to cover the individual cost for that student. 

 

 Optional Extras 
Charges for optional extras for which voluntary contributions will be sought can 
include: 

 
(i) the student’s travel costs including congestion charges, tolls etc. 
(ii) materials, books, instruments and other equipment 
(iii) non teaching staff costs 
(iv) entrance fees to museums, castles, theatres etc. 
(v) insurance costs 
(vi) the cost of engaging a teacher, specifically for the activity 
(vii) the cost of cover for teachers accompanying the activity 

 

 Lockers (Frances Bardsley Academy) 
The academy can provide lockers for students. £15.00 per annum will be charged for 
the rental of such lockers. Where a student’s locker key has been lost or mislaid and 
a replacement key is required, a charge of £5.00 will be made for the replacement 

 

 Damage and Replacement 
Charges may be made by the academy for replacement of broken windows or 
fittings, defaced or damaged furniture, fittings, books or equipment or any other 
damage or loss occurring as a direct result of misconduct on the student’s part. The 
academy is empowered to recover this loss and resultant costs as a civil debt. 

 
 

Remissions 
 

Pupil premium students will receive full remittance of charges made for curriculum trips and 
visits. 50% remission will be given for trips that are of a non- curriculum nature. 
All educational supplies that are available to all students e.g. Art packs , will receive full 
remittance. 

 
At the discretion of the Board, any of the charges above may be remitted in whole or part for 
particular groups of parents, for example, in the case of family hardship. In these 
circumstances, applications should be made to the Head of School, and will be treated in 
confidence. 



 

  

Learning Is For Everyone   
  

Our Aim is that every School will be:  

  

• An efficient school  

• An effective School  

• An enriching school  

• An enabling school  

  

  

EQUALITY & DIVERSITY POLICY  
  

  

Policy  Equality & Diversity Policy  

Staff consulted on Pay Policy  10.11.21 

Policy adopted by Trust Board  9.11.21 

Reported to LGBs for implementation  24.11.21 

Implementation Date  24.11.21 

Review Date  November 2025 

Policy Source  Essex Model Policy  

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2  

  

 
KEY DEFINITIONS USED IN THIS POLICY:  

    
 The Trust   LIFE Education Trust   

The Board/Directors/Trust Board The Board of Directors of LIFE Education Trust   
 School/Trust school   An Academy or school within LIFE Education  

Trust  
 Staff  All staff employed by LIFE Education Trust and  

working with academies, schools or units within  
LIFE Education Trust  
  

  
All schools within the LIFE Education Trust are legally defined as academies, 
regardless of whether the term “school” is used to describe them in the following policy.    
Please take note of Appendix 1: Racial Incidents Reporting  
  
Equal Opportunities Statement  
  
In fulfilling the requirements of the General Equality Duty, outlined in the Equality Act 2010, the 
Trust has published its Equality Objectives of the Trust on its website and the websites of all 
schools within the Trust.  

  
This Trust is committed to a policy of equality and aims to ensure that no employee, job 
applicant, student or other member of its community is treated less favourably on the grounds 
of sex, race, colour, ethnic or national origin, marital status, age, sexual orientation, disability or 
religious belief.  

  

Any behaviour, comments or attitudes that undermine or threaten an individual’s self-esteem 
on these grounds will not be tolerated.  

  
The Trust aims to provide equal access to high quality educational opportunities and to ensure 
that everyone feels that they are a valued member. It seeks to provide a safe and happy 
environment where all can flourish and where cultural diversity is celebrated.  

  
Equality of opportunity cannot be realised without the involvement and commitment of all 
members of the Trust community and a common understanding of the pivotal role of Equal 
Opportunities in the context of the Trust’s ethos and values. In particular, the recognition that 
the role of all staff is crucial in the delivery of the objectives of the Policy.  
  
Every person in the Trust is responsible for promoting the Trust’s Equal Opportunities Policy and 
is obliged to respect and act in accordance with the Policy. We recognise our duty in setting 
specific, measurable equality objectives and include these in our school development plan  
  
Aims and Objectives  
  

 The Trust does not unlawfully discriminate against anyone, whether student, parent, 
staff or visitor on the grounds of gender, race, colour, nationality, ethnic or national 
origins, disability, sexual orientation, religion or belief or age.  

 The Trust aims to increase the extent to which all students, in particular those with 
protected characteristics as defined by the Equality Act, feel valued and confident, and 
in consequence more likely to achieve their potential.  
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 The Trust promotes self-esteem in students through pastoral support, the curriculum, in 
particular the PSCHEE (Perspectives) programme and activities including assemblies 
and all enrichment provision.  

 The Trust will aim to increase the involvement of vulnerable students in out of school 
clubs and activities.  

 The Trust ensures that recruitment, employment, promotion and development 
opportunities are open to all.  

 The Trust will maintain robust and secure procedures for identifying and supporting EAL 
and SEND students and to ensure they have equal access to the curriculum, school 
facilities, extra-curricular activities and effective support systems.  

 The Trust will make effective use of the Pupil Premium.  

 The Trust will ensure that all students and staff make a positive contribution in fostering 
good relations between different communities within the school.  

 The Trust will endeavour to remove or minimise disadvantages suffered by students 
which are connected to a particular characteristic they may have (as identified in the 
2010 Equality Act)  

 Where appropriate the Trust will actively take steps to meet the particular needs of 
students who possess a certain characteristic (as identified in the 2010 Equality Act).  
This includes the possibility of implementing the “positive action” clause of the Equality 
Act 2010 which allows for the setting up of certain courses for specific groups eg Roma 
students.  

  
1.    Implementation:  
  
1.1   Recruitment   
  

 One of the aims of this policy is to ensure that no job applicant or employee is 
discriminated against on the grounds of gender, race, colour, nationality, ethnic or 
national origins, disability, sexual orientation, religion or belief or age, or is 
disadvantaged by conditions or requirements which cannot be shown to be 
justified.    

 In accordance with the spirit of this policy, employees are given an equal 
opportunity to progress within the Trust.  

 When recruiting staff, health questions will not be asked until after the offer of a job 
is made, and then, only if it is necessary for the role.  

  
1.2   Training and Development   
  
The Trust will endeavour to:  

  
 Enhance and develop the skills knowledge and abilities of existing employees to 

realise their full potential irrespective of background or employment status.  

 Provide equal access to training and development opportunities for all staff, 
including part time, on the basis of their assessed training needs.  

 Promote greater awareness of equal opportunities and the contribution which Staff, 
Trustees, Parents/guardians and students can make.  

  
1.3    Curriculum   
  

 Every student has an equal entitlement to the National Curriculum and, subject to 
entry requirements, to all other areas of the curriculum, regardless of language, 
race, colour, nationality, ethnic or national origins, disability, sexual orientation, 
religion or belief or age.  
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 All students should have equal access to the curriculum regardless of academic 
ability.  Consequently this policy should be read in conjunction with the Special 
Educational Needs Policy.  

 The Trust will monitor any careers advice or work experience placements provided 
by outside agencies to aim to ensure equal opportunities.  

  
2.     
  
2 .1   Race   
  
The Trust will:  

  
 strive to eliminate all forms of racism and racial discrimination;  

 promote equality of opportunity;  

 promote good relations between people of different racial and ethnic groups.  

 The Trust will not tolerate any form of racism or racist behaviour. Should a racist 
incident occur, it will be dealt with in accordance with Trust procedures.   

 The Trust endeavours to be welcoming to all minority groups. The celebration and 
understanding of cultural diversity is promoted through the topics studied by the 
students and is reflected in displays, resources and events.  

 Cultural diversity and respect for others are celebrated and reflected across the 
whole curriculum. The curriculum will enhance students’ understanding of British 
and world society and history, including the contributions of minority ethnic groups.  

 The Trust will give students the understanding they need to recognise prejudice 
and reject racial discrimination.  

  
2.2   Gender   
  

 Expectant mothers or new mothers will not be discriminated against.  

 The school regards it as very important that we seek support from re-integration 
and education welfare officers to enable pregnant students and School age 
mothers to complete their education.  

  
2.3   Disability   
  

  Where appropriate, specialist aids and facilities will be provided to enable disabled 
people to access services, and opportunities. This policy runs in conjunction with 
our Disability Equality Scheme.  

  
2.4   Religion   
  

 We will promote tolerance of all religious beliefs through the curriculum and through 
assemblies.  

 We will not discriminate against someone on the grounds that they do not adhere, 
or sufficiently adhere, to a particular religion or belief (even one shared by the 
discriminator), or indeed any religion or belief at all – such as, for example, an 
atheist.   

  
2.5   Sexual Orientation   
  

 We will inculcate in all students a respect for people of all sexual orientations.  

 Bullying or derogatory comments based on the sexual orientation of an individual 
will not be tolerated.  
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2.6   Age  
  

  The Trust will put procedures in place to ensure that no-one is denied a job, an 
equal chance of training or promotion or suffers from harassment or victimisation 
because of their age.   

  
  
3. Roles and responsibilities:  
  
All who work in the Trust have a responsibility for promoting equality and inclusion, and 
avoiding unfair discrimination.   

  
3.1 The Trust is responsible for:  

  
 making sure the Trust complies with all current equality legislation;   making sure 

this policy and its procedures are followed.  
  

3.2 The Headteacher is responsible for:  
  

 making sure the policy is readily available and that the Trustees, staff, students and 
their parents/carers know about it;  

 making sure its procedures are followed;  

 producing regular information for staff and Trustees about the policy and how it is 
working, and providing training for them on the policy, if necessary;  

 making sure all staff know their responsibilities and receive training and support in 
carrying these out;  

 taking appropriate action in cases of harassment and discrimination.  

  
3.3 Staff are responsible for:  

  
 modeling good practice, dealing with racist incidents and being able to recognise 

and tackle bias and stereotyping;  
 promoting equality and good race relations and avoiding discrimination against 

anyone for reasons of race, ethnic or national origins, language, culture, religion or 
belief, disability, gender, sexual orientation or social class;  

 keeping up to date with the law on discrimination and taking training and learning 
opportunities.  

  
3.4 Students are responsible for:  

  
 keeping equality and diversity issues on the School Council agenda, through a 

shared input with staff on developing policies relating to this area. This may include:  

  
- the anti-bullying policy and specifically racist and homophobic bullying; - 
developing school/class rules which challenge discriminatory behaviour. - 
Actively modelling kindness and non-discriminatory behavior, in keeping with  
said rules and related school curricula  

  
3.5 Parents/Carers are responsible for:  

  
 keeping equality and diversity issues on the Parent Staff /Association agenda, 

through a shared input with staff on developing policies relating to this area. This 
may include:  
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o the anti-bullying policy and specifically racist and homophobic bullying; 

o ensuring the above is explicit within our Home School Policy.  

o Discussion at PIP meetings and active support wherever possible.   

  
3.6 Visitors are responsible for:  

  
 knowing and following our equality policy.  

  
4.    Monitoring and Evaluation   
  
As a Trust we will :  

  
 Define equality objectives that support the aims of the act and review them every 4 

years.  

 Ensure the objectives are specific and measurable.  

 Publish the objectives so that they are accessible to the public.  

 Undertake an annual evaluation process to ensure that the policy is clear, in 
keeping with current legislation and being adhered to.  

  
5.    Complaints Procedure  
  
Stage 1  
  
Any parent or student who experiences, witnesses or is reasonably led to believe that this  

Equality and Diversity Policy has not been respected should follow the procedure in the  
Complaints Policy. The person responsible for this breach will be reminded of the existence and 
purpose of this policy, and asked to adhere to the policy.  
  
Stage 2  
  
If any staff member is found to be behaving in an unacceptable manner according to this 
policy, the matter will be dealt with under the disciplinary procedures.   

  
This may result in:  

 A warning being issued  

 An investigatory meeting  

 A disciplinary meeting  

 A referral to a higher level of authority  
  
Stage 3  
  
Members of staff who have been dealt with under Stage 2 have the right of appeal to the 

Appeal Committee. The right of appeal for parents is highlighted in the Complaints Policy.  
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Appendix 1:   

Racial Incidents Reporting  

  

1. Roles and Responsibilities  

• The Local Governing Body is responsible for monitoring the policy.  

• The Headteacher is responsible for implementing the policy and procedures.  

• All members of the school community are responsible for following the procedures.  

• The Local Authority will advise schools on the management of racial incidents and the 

findings from its monitoring.  

  

2. Recording the Racial Incident Investigation  

The Headteacher has overall responsibility (which may be delegated to an appointed senior 

member of staff) for managing racial incidents. The Headteacher should ensure that the school 

has:  

• Made it a requirement to investigate, record and report where there is a perception that 

a racial incident may have taken place.  

• Communicated the school’s commitment to tackling racial incidents to all members of 

the school community, including provision for this procedure to be made available in 

community languages where appropriate.  

• Recorded the Racial Incident as soon as possible after an incident has taken place.  

  

3. Management of Racial Incidents  

  

Considerations for All Incidents:  

• Investigate the incident thoroughly by talking to all involved including staff and potential 

witnesses  

• Record the incident on the Racial Incident Monitoring spreadsheet in any instance 

where the victim or perpetrator is a student.  

• Keep the situation under regular review to ensure that any harassment, abuse or 

victimisation has stopped and that the victim feels safe.  

• Consider any curriculum implications, including the need for a special assembly or 

changes to the school’s behaviour code or other policies.   Support for the 

Victim (if a student).  

• Support for the alleged Perpetrator (if a student ).  

• Consider if there is a child protection issue in this case.  

• Consider seeking advice from the Designated Safeguarding Lead  

  

Support for the Victim (if a student)  

• Take appropriate action to offer support to the victim.  

• Meet with the student’s parent(s)/guardian/carer to discuss the matter and explain the 

action taken. An interpreter/translator may be needed at the meetings.  

• Reinforce the school’s commitment to tackling racist incidents.  

  

Support for the alleged Perpetrator (if a student)  

• An appropriate member of staff should intervene and take immediate action, for 

example, placing the victim(s) and perpetrator(s) into separate rooms.  

• Any racist behaviour should be challenged immediately. The perpetrator should be told 

that his/her behaviour is unacceptable and will not be tolerated.  
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• Appropriate action should be taken to support, educate and monitor the behaviour of 

the perpetrator to ensure that the racist behaviour will not be repeated.  

• The incident should be reported to the Principal and he/she should decide whether any 
further action needs to be taken, including notifying the police and informing the 
parent(s)/guardian/carer of the relevant student(s) of any investigation and the outcome.  

• The Headteacher should consider the use of a full range of sanctions including the use 

of fixed term or permanent exclusion.  

• Discuss the incident with the alleged perpetrator’s parent(s)/guardian/carer (if 

appropriate) and reinforce the school’s commitment to tackling racial incidents.  

  

Dealing with Members of Staff as alleged Perpetrators or Victims  

All members of staff are required to abide by the Trust’s Equality and Diversity Policy.   

Substantiated racial discrimination by any member of staff towards students may be 

considered as misconduct and the perpetrator may be subject to disciplinary action. In the 

event of such an allegation being made against a member of staff, the Headteacher or his/her 

nominee should investigate the allegation in accordance with the relevant Disciplinary 

Procedures. In the case of the Perpetrator the Headteacher will nominate the member of staff 

to investigate the incident. All members of staff have the right to use the Trust’s Grievance 

procedure if they suffer discrimination and cannot get satisfactory management support. The 

Local Governing Body and Headteacher have a duty of care towards employees, and must 

ensure that they address any complaints from employees about discrimination by students, 

parents or colleagues, and provide appropriate support and referrals as necessary.  

  

Dealing with Members of the Public as alleged Perpetrators  

Racially motivated conduct by members of public requires an immediate response. The 

following procedure is to be followed in cases of racial incidents involving a member of the 

public:  

• The incident to be reported to the Headteacher as soon as possible.  

• The police to be informed of incidents involving violent, threatening or abusive 

behaviour.  

  

4. Managing the impact of racial incidents in the school and the community 

  Racist graffiti or slogans should be reported and removed immediately.  

• Racist literature, badges and insignia should be confiscated immediately, giving a clear 

explanation setting out the reasons why the property has been confiscated. The 

confiscated property should be handed to the police in criminal proceedings or returned 

to the student’s parents at an early opportunity, as appropriate. A teacher may not 

deliberately destroy a confiscated item unless such action is necessary in the 

immediate interests of safety.  

• If the incident has caused damage or is seen as a threat of damage to a person or 

property, it may be appropriate to call a meeting either with staff only or with students to 

discuss what has happened. Support and advice may also need to be sought from the 

Local Safeguarding Board, the Police, the local Racial Equality Council, a Victim 

Support group or another appropriate agency.  

  

5. Reporting to the Police  

Violent, criminal or other serious racial incidents may be reported to the Police. This applies to 

all racial incidents brought to the attention of the school, regardless of the relationship of the 

parties to the school. The Police have the discretion to decide to pursue action based on 

incidents. Violent, criminal or serious incidents should also be reported to the Local Governing 

Body and Board of Directors if necessary.  
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6. Reporting information to parents, governors and the Local Authority  

The Local Governing Body will receive a termly report on any racial incidents  

  

The school will report annually to the Board of Directors and Local Authority on racial incidents 

during the preceding year. The LA will send a data collection form to the school for this purpose 

and ensure that schools, together with senior Local Education Authority officers, are informed 

of the outcomes of its monitoring, so that any trends or concerns can inform school planning 

and curriculum development.  
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Introduction 

LIFE Education Trust is a company limited by guarantee and an exempt charity. The charitable company’s 
memorandum and articles of association (dated 6 June 2016) are the primary governing documents of LIFE 
Education Trust. The Board members of LIFE Education Trust are also the directors of the charitable company 
for the purposes of company law. The charitable company is known as LIFE Education Trust 

The purpose of this manual is to ensure that the Trust maintains and develops systems of financial control which 
confirm with the requirements both of good financial management and propriety.   It is essential that these 
systems operate correctly to meet the requirements of the funding agreement with the Department of Education 
(DfE). 

The Trust must comply with the principals of financial control outlined in the Academy Trust Handbook published 
by the DfE.   This manual will expand on that and will provide detailed information on the Trust’s accounting 
procedures. This manual must be read by all staff involved in financial systems. 

Compliance with this manual is mandatory and any contravention of procedures must be brought to the attention, 
in the first instance, of the Trust Head of Finance. 

All staff are expected to follow the procedural details set out in each of the relevant Trust policies, which set out 
the specific processes and procedures referred to in this manual. 
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Organisational Structure and Responsibilities 

The Trust Board is responsible for the direction of LIFE Education Trust and its strategic management. This 
involves determining the guiding principles and regulations within which LIFE Education Trust operates. 

The Trust Board has defined the responsibilities of each person involved in the administration of the Trust’s 
finances to avoid omission or duplication of functions and to provide a framework of accountability to the Trust 
Board and staff. 

The Trust CEO is the accounting officer for the Trust and although he may delegate financial responsibilities to 
other staff; those staff will be accountable to the Trust CEO for their performance in this respect. 

Supporting Documents for Governance 

The following documents are included or are held in the Trust financial records 
 Scheme of Delegation (written responsibilities of the Trust Board, its committees, LGB’s the Head

Teacher and staff; financial delegation limits)
 Budget plan
 3 Year Financial forecasts
 Budget statement and outturn statements.
 Trust Board/Governing Body/Finance and Facilities committee minutes
 Register of business interests
 The Academy Trust Handbook

Roles & Responsibilities 

This summary description of roles and responsibilities forms part of a wider document, referred to as the 
Scheme of Financial Delegation. 

LIFE  Education  Trust  structure  of  financial  responsibilities for  individual  Board  Members,  Head 
Teachers’ and staff 

The Board Members will: 

 set spending priorities
 consider and approve the annual budget and forward spending plans
 determine virement and expenditure thresholds
 evaluate the effectiveness of expenditure decisions (i.e. value for money)
 delegate responsibilities to the Finance and Facilities (FF) Committee and to Local Governing Bodies

as required
 ensure financial probity, including statutory and regulatory compliance.

Finance and Facilities Committee 

The Finance and Facilities Committee (FFC) is responsible for overseeing the financial affairs of the Trust and 
reports to the Board, operating in accordance with their terms of reference. 

Trust Chief Executive Officer (CEO) 

The Trust CEO has overall executive responsibility for the Trusts’ financial activities as approved by the Trust 
Board.   The Trust CEO delegates responsibility to the Director of Operations, but the Trust CEO retains 
responsibility for: 

 Approving new staff appointments within the authorised levels, unless otherwise delegated to the 
Academy’s Head Teacher, and except for senior posts which the Trust have agreed to be approved by 
them

 Budget Virements as in the Scheme of Delegation
 Authorising of orders and contract in accordance with the delegated authorisation levels
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Trust Head of Finance 

The Trust H ead  o f  Finance works closely with the Accounting Officer and reports to the Local Governing 
Bodies, the Finance and Facilities Committee and Trust Board.   The main responsibilities are: 

 Ensuring the annual accounts are correctly presented and adequately supported by the records of the Trust
 managing the Trust’s financial position at a strategic and operational level within the framework for 

financial control determined by the Accounting Officer and Trust
 ensuring returns are submitted to the ESFA in line with the timetable set by the ESFA
 ensuring that sound systems of internal control are in place
 responsibility for day-to-day financial management
 setting and monitoring the budgets and reporting to the FFC and Trust
 supplying the Trust Board and FFC with regular budget monitoring information
 providing support and advice to LGBs in the execution of their delegated financial responsibilities

Internal Audit 

The Trust engages the services of an Internal Auditor who provides independent audit of internal control 
procedures within an agreed scope and in compliance to the current Academy Trust Handbook requirements. 

The main responsibilities of the Internal Auditor are to provide Trustees with independent assurance that the 
tenets of the Academy Trust Handbook is being fully adhered to. Findings are reported to Trustees along with 
relevant recommendations for compliance, where applicable.

 The financial responsibilities of the Board are being properly discharged
 Resources are being managed in an efficient, economical and efficient manner
 Sound systems of internal financial control are being maintained
 Financial considerations are taken into account when decisions are made
 LGBs are properly discharging their delegated financial responsibilities

Finance and Other Staff 

Other members of staff which are the S e  n i o  r  Finance Officer Finance & HR Officer a  n d  the Finance 
Assistants (where applicable), budget holders and others (if staff leading school trips) will have some financial 
responsibilities which are detailed in the following sections of the manual.  All staff are responsible for the security 
of Trust property, for avoiding loss or damage, for ensuring efficiency and economy in the use of resources and 
acting in accordance of the Trust’s financial procedures. 

Register of Business Interests 

All Trustees and staff with influence on financial decisions should declare any interests which may impact on 
school-related matters. For example, board members and staff should declare any links they have with 
companies or individuals from whom the Trust may wish to buy goods or services. Registers of business 
interests aid transparency and provide some assurance that personal interests do not influence school 
decisions. 

The register should include all business interests, such as directorships, shareholdings or other appointments of 
influence within a business organisation which may deal with the Trust. The disclosures should also include 
business interests of relatives such as parent or spouse or business partner where influence could be exerted over a 
member of staff or a Trust member. 

The Clerk to the Trust is responsible for maintaining the register of interest and any changes should be 
immediately reported.  The register is updated on an annual basis.  Even if there are no interests to report a NIL 
signed form should be returned. 
The Director of Operations reviews the register and reports on any related party transactions to the Finance and 
Facilities committee. 

The Trust Head of Finance also maintains a register of budget holder interest, which is updated annually. 

The scope of the Internal Auditor covers and is not limited to;
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Receipt of Gifts or Expenditure on Gifts 

Any member of the Trust or staff within the Trust or others cannot accept excessive or regular gifts or services 
from existing or prospective suppliers.   The Trust maintains a register of gifts and services offered and 
whether they were accepted or rejected. Board and staff members are required to inform the Trust if any such 
offer is made. 

The Trust approves any expenditure on gift and hospitality.  Such expenditure is only authorised if the Trust 
can demonstrate that it has considered the principles of probity, accountability and value. 

Accounting System 

The Trust is registered annually under the 1988 Data Protection Act and the named Data Controller is the 
CEO 

All financial transactions of the Trust must be recorded on the Trust accounting system. The Trust subscribes 
to LGFL which is a system installed on the Trust’s computer systems to detect viruses, spyware and other 
malicious threats. The system is regularly updated to ensure any latest threats are detected. 

All accounting records are retained for six years after being scanned and held in a digital format.  The current 
year is held in hard copy format in a secure area 

Systems Access 

Entry to both Trust accounting systems is password restricted and the Finance team is responsible for setting 
the access levels for all members of staff using the system. 

Back-Up Procedures 

The Network manager is responsible for ensuring that there are effective back up procedures for the accounting 
systems. 

The Trust Finance system is a cloud based system with regular software provider back up cycle 24 hours a 
day. The Trust wide ICT strategy provides for a cloud based server storage solutions with 2 hourly back up 
cycle for all data including finance data held across all systems.

All servers are virtual machines running on two physical hosts. Daily snapshots are taken of the VM’s and can 
restore entire machines, individual or groups of files. 

A backup of the server snapshots is sent to a NAS (Network attached storage) that is located in the sixth form 
so that it is away from the main building. Backups are run every night and we and we have 30 days’ worth of 
retention.

 

Transaction Processing 

All transactions input into the accounting systems must be authorised in accordance with the procedures as 
specified in this manual.  The detailed procedures for the processing of payroll, purchase ledger and sales 
ledger are included in this manual. 

Bank transactions are input by a member of finance staff who also checks and reconciles the statements. The 
reconciliations are in turn checked by the Trust Head of Finance. 

tmercer3.311
Cross-Out
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When journal entries are made, supporting documentation should, where relevant, be filed to ensure the validity 
of the amounts processed.  All journal entries must be authorised by a member of staff independent from the 
person entering the data to the finance system. 

 
Transaction Reports 

 
The Trust Head of Finance will review system reports to ensure all transactions are posted correctly to the 
accounting system. The reports reviewed would include: 

 
 Monthly Bank Reconciliation reports 
 Monthly control account reconciliation 
 Master File Payroll amendment reports 
 Monthly purchase ledger and sales ledger reports 
 Monthly management account reports summarising expenditure and income against Budget at budget 

holder level 
 Trial Balance 

 
Evidence of these reviews should be held in the form of a printed report signed by the Head of Finance 

 
Reconciliations 

 
The designated member of finance staff is responsible for ensuring the following are reconciled each month: 

 
 Purchase ledger control accounts 
 Sales ledger control accounts 
 Bank reconciliation via bank statements 
 Payroll control accounts 
 VAT account 
 Suspense account 
 Fixed Asset/Depreciation Accounts 
 Reserves 

 
Any outstanding unreconciled items over 3 months should be brought to the attention of the Trust Head 
of  Finance. 
 
Authorised Signatories List 

 
An authorised list, including specimen signatures will be maintained by the designated member of finance staff 
and in the in the finance office for reference purposes. 

 
Financial Planning and Budget Setting 

 
Financial Planning 

 
Financial planning is an essential part of good financial management. It provides the Trust with a clear view of 
how it intends to use its resources. It has two key elements, the Trust development plan and budget. 

 
The Trust Development plan will indicate how the Trusts’ education and other objectives are going to be 
achieved within the expected level of income over the next three years. 

 
The Trust Development Plan forms the basis for constructing the budget. It identifies the Trusts’ educational 
priorities and has a strong focus on raising standards. It is important, therefore, that Trust Development Plan 
indicates the resource implications of each priority to guide decisions on Trust budget. 

 
Clearly identified links must be in place between the Trust annual budget and its development plan. 

 
Financial Planning Timetable 

 
The Academies planning calendar produced by the ESFA gives a summary of key dates about requirements 
that relate to funding, finance and Trust compliance in accordance with the funding agreement and must be 
adhered to. (See Appendix 6) 
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Annual Budget 
 

The Trust Head of Finance is responsible for preparing and obtaining approval for the annual budget.  The budget must 
be approved by the Trust Board. 

 
The approved annual budget must be submitted to the ESFA by the deadline stated in July of each year and the Trust 
Head of Finance is responsible for setting the timetable which allows sufficient time for the approval process and to 
ensure the submission deadline is met, including the meetings of LGBs and Finance and Facilities Committee. 

 
Budget Monitoring 

 
Regular monitoring of income and expenditure against the agreed budget is central to effective financial management. 
It allows Trustees, Board Members, the Accounting Officer, the Head teacher, the Trust Head of Finance and staff to 
maintain financial control by reviewing the current position and taking any remedial action necessary. 

 
Regular monitoring reports to the Board 

 
The LGBs (via the School Healthcheck), FFC, Trust CEO and Trust Head o f  Finance report termly to the Board.   
They explain any variances, any virements under delegated power, and seek approval for any virements required above 
delegated limits. 

 
Reviewing special initiatives/ projects and specific grants 

 
Headings in standard budget monitoring reports may not allow the tracking of expenditure on individual initiatives, since 
they may cut across several categories. This exercise should be undertaken in parallel with mainstream budget 
monitoring if necessary. This will: 

 
 Allow the Trust to monitor expenditure on the initiative against the budget 
 Provide the financial information necessary to assess the cost effectiveness of the initiative 

 
Departmental budget holders will be supplied with monthly financial reports in order that they can monitor their budget 
and seek, where required, assistance from the Trust Head of Finance. 

 
Cash Flow 

 
The Trust Head of Finance is responsible for preparing cash flow forecasts to ensure the Trust has sufficient funds 
available for the day to day operations.  If significant balances can be foreseen, steps will be taken to invest the extra 
funds.  But similarly plans can be made to transfer funds back out of the investments to cover potential cash shortages. 

 
Financial Procedures 

 
The Trust prepares rolling 3-year budgets. 

 
The Budget Cycle 

 
The budget cycle is as follows: 

 Autumn term 
o Implementation of current budget plan 
o Monitoring expenditure (monthly) 
o Reconciliation and closure of previous financial year 

 Spring term 
o Monitoring and Reviewing of year’s budget 
o Revised Budget where appropriate 
o Pre-planning new financial year 

 Summer term 
o Planning for forthcoming year 
o Preparation and submission of financial budget plan 
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o Review of current year’s budget

Budget 

The Trust Head of Finance is responsible for preparing and obtaining approval for the annual budget.  The 
budget must be approved by the Accounting Officer, Local Governing Body, Finance and Facilities Committee 
and the Board. 

The annual budget will reflect the best estimate of the resources available to the academy for the forthcoming 
year and will detail how those resources are to be utilised.  There should be a clear link between the 
development plan objectives and the budgeted utilisation of resources. 

The budgetary planning process will incorporate the following elements: 

 forecasts of the anticipated number of pupils to estimate the amount of General Annual Grant
 latest estimate of other ESFA funding e.g. pupil premium or other specific funds
 review of other income sources available to the academy to assess likely level of receipts e.g.

lettings
 review of past performance against budgets to promote an understanding of the academy costs
 identification of potential efficiency savings
 review of the main expenditure headings in light of the development plan objectives and the

expected variations in cost e.g. pay increases, inflation and other anticipated changes
 all carry forward balances
 any unspent grants from the previous financial year
 review of restricted funds or specific grants to ensure regulatory compliance.

Comparison of estimated income and expenditure will identify any potential surplus or shortfall in funding.  If 
shortfalls are identified, opportunities to increase income should be explored and expenditure headings will need 
to be reviewed for areas where reductions can be made.  This may entail prioritising tasks and deferring projects 
until more funding is available.   Plans and budgets will need to be revised until income and expenditure are in 
balance.   In accordance with the Academy Trust Handbook an in year balanced budget must be set. 

The approved budget is then entered onto the finance system at the start of the new financial year by the 
designated member of finance staff and verified by the Trust Head of Finance. 

Other Government Funding 

In addition to GAG funding from ESFA the Trust may be awarded specific funding for other projects e.g. 
Condition Improvement Funds. This funding may be from the Department of Education or Local Authority.  All 
government funding will be spent in accordance with the terms and conditions imposed, accurately recorded 
as government income (restricted) and audited externally annually. 

The designated Academy Finance officer is responsible for recording income and expenditure for each grant, 
providing a reconciliation within the monthly management accounts. 

Other Grants and specific funding 

In addition to the GAG funding from the ESFA and other government funding, the academy/MAT may be 
awarded additional grants from time to time relating to specific projects e.g. Sport England Funding, Football 
Foundation Funding, Charitable Grants etc.  All applications for additional external funding must be approved 
and supported by the Board of Governors/Trustees. All external funding and grants will be spent in accordance 
with the terms and conditions imposed, accurately recorded as income specific to a certain project and audited 
externally annually. 

The designated Academy Finance Officer is responsible for recording income and expenditure for each grant, 
providing a reconciliation within monthly management accounts. 

Funds held in Trust 

Where funds are held in trust the designated Academy Finance Officer is responsible for ensuring accurate 
recording of the income 
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and expenditure, as well as ensuring the funds are recognised separately as set out in the memorandum and 
articles. 

Virements 

Virements shall be approved and minuted by the Local Governing Body and should be within the agreed 
criteria and financial limits. 

Revised Budget 

Monitoring and analysis of the agreed budget should be carried out on a monthly basis by the Accounting 
Officer, the Director of Operations and the Trust Head of Finance and reports presented to the Local Governing 
Body, the Finance and Facilities Committee and to the Board.  Where significant variations to the agreed budget 
are identified or where a number of substantial virements have been approved by the Local Governing Body 
and or where significant staff changes have occurred in-year, then a Revised Budget should be prepared and 
approved by the Trust Board.  This Revised Budget should then form the basis of analysis of all income and 
expenditure until the financial year end. 

Budget Forecast Return 

The approved budget must be submitted to ESFA by 31 July each year by Trust H e a d  o f  Finance. The 
budget forecast outturn return has to be submitted by mid-May (date set by ESFA) each year. Trust Head of 
Finance is responsible for establishing a timetable, which allows sufficient time for the approval process of both 
returns and ensures that the submission dates are met. 

Monitoring and review (including management accounts) 

Monthly reports are prepared by the designated member of finance staff. 

The reports include: 

 actual income and expenditure against budget (shown as month to date and cumulative).
 A summary highlighting and explaining variances against budget.

These reports are checked and validated by the Trust Head of Finance. 
Any potential overspend against the budget must in the first instance be discussed with Trust H e a d
o f  Finance.

The monthly reports are scrutinised and necessary action agreed with the Accounting officer, the Director of 
Operations, the Local Governing Body, the Finance and Facilities Committee and/or the Board, according to the 
scheme of delegation. 

Independent checking procedures 

The Trust H e a d  o f  F i n a n c e  p r o d u c e s  t e r m l y  F i n a n c e  H e a l t h  c h e c k s  u p d a t e s  f o r  a l l  
A c a d e m i e s  w i t h i n  t h e  T r u s t  i n  c o m p l i a n c e  w i t h  t h e Academy Trust Handbook. This is 
presented to with the Finance Link Governor of each Academy along with all relevant evidence for verification. The 
Finance Link Governor then presents the Health check update to Governors at the next Governing Body meeting.  
A summary of the Finance Health check updates is then presented to the Finance & Facilities Committee. 

Review of regularity 

The Accounting Officer reviews the following documents monthly/termly to ensure the academy trust is 
working within the boundaries of regularity and propriety: 

 reviews management accounts (monthly)
 reviews compliance against the scheme of delegation
 reviews transactions for evidence of connected party transactions
 value for money practice
 necessary financial controls are in place (e.g. reconciliations up to date)



- 13 - 
 

The Accounting Officer is responsible for: 
 

 adherence to tendering policies 
 transactions being in line with delegated authorities as set out by the Academy Trust Handbook 
 compliance with trustees/governors’ minutes 

 
An external auditor will undertake compliance checks as part of the annual audit in respect of tendering, 
accounting, transactions and governance. 

 
Annual accounts 

 
The Trust must prepare annual audited financial statements for the accounting period to 31 August. 

 
The accounts are prepared in house by the Trust H e a d  o f  Finance and presented to the external 
auditors for Audit. 

 
The accounts are then submitted as follows: 

 
 by 31 December – to ESFA 
 by 31 January – published on Trust website 
 by 31 May – to Companies House 

 
Audit arrangements 

 
External auditors must be appointed in accordance with the Academy Trust Handbook. 

 
The Trust H e a d  o f  Finance is responsible for managing the audit process, by liaising with the 
auditors, arranging the timetable for accounts and audit completion and ensuring deadlines are met. 

 
Work undertaken during accounting period 

 
The Trust Head of Finance is responsible for the following tasks to be undertaken during the year to 
facilitate a smooth audit process: 

 
 reviewing the ledger structure 
 maintaining a fixed asset register 
 monthly depreciation charges 
 maintaining income and expenditure records (including filing of invoices) 
 reviewing aged debtors for any provisions required 
 control account reconciliations (bank, wages, debtors, creditors) 
 review of control account balances 

 
Work undertaken for the year end 

 
The Trust Head of Finance is responsible for the following tasks to be undertaken at the end of the year to 
facilitate a smooth audit process: 

 
 stock take and including of year end stock value 
 prepayments and accruals 
 prepayments or accruals for grant income 
 control account reconciliations (bank, payroll, debtors, creditors) 
 close down of the purchase ledgers 
 close down of the Sales ledgers and aged debtors 
 pension valuations 
 Pension Audit 

 
Accounts Return 

 
The academy trust must prepare an annual accounts return for the accounting period to 31 August, which is 
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submitted to the ESFA by 31 January. 

The accounts return is outsourced to auditors for preparation. 

Document retention 

Documents are retained in accordance with the Retention schedule policy. 

Accounting system 

All  the  financial  transactions  of  the  academy  trust  must  be  recorded  onto  the  computerised  financial 
information accounting system. 

System Access 

Access to the system is password restricted to users who are approved by the Accounting Officer. Other users 
e.g. external accounting providers must also be authorised by the Accounting Officer.

The IT  Manager is  responsible for implementing a  system which ensures  that passwords are changed 
regularly. 

Back-up Procedures 

- Frances Bardsley Academy and The Bridge

The  Network  manager is  responsible for  ensuring  that  there  are  effective  back  up  procedures for  the 

accounting systems. 

All files are stored on an industry standard HP SAN (Storage Area Network). The files are stored across 
multiple drives using RAID 5 on the main severs and RAID 10 on the database servers (in the event of a hard 
drive failure there would be no loss of data as it is replicated across multiple disks). If a HD fails we can 
replace and it will automatically copy data back to the drive. 

All servers are virtual machines running on three physical hosts. Daily snapshots are taken of the VM’s and 
can restore entire machines, individual or groups of files. 

A backup of the server snapshots is sent to a NAS (Network attached storage) that is located in the sixth form 
so that it is away from the main building. Backups are run every night and we and we have 30 days’ worth of 
retention. 

A full backup of the File Server is also scheduled to run weekly using Veeam and is kept on a dedicated NAS 
at Benhurst Primary School. 

- Benhurst Primary

A bi-Weekly backup of the File Server, SIMS server, and Domain Controller is performed using Veeam and 
stored remotely on a dedicated NAS at the Frances Bardsley Academy. A cloud backup of all School data is 
performed with 2 hourly updates.

- Roxwell Primary

A daily backup of all servers is ran using DPM and kept on premises, on a separate server. A cloud backup of 
all School data is performed with 2 hourly updates. 

- Margaretting Primary

A cloud backup of all School data is performed with 2 hourly updates. 

- Dame Tipping Primary

A daily backup of all servers is ran using DPM and kept on premises, on a separate server. A cloud backup of 
all School data is performed with 2 hourly updates. 
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- Ford End Primary 

A daily backup of all servers is ran using DPM and kept on premises, on a separate server. A cloud backup of 
the SIMS data is performed daily using Redstor (on LGFL servers). 

The disaster recovery plan explains what to do in the event of loss of accounting facilities or financial data. 

All Trust wide systems are backed up to secure cloud servers with 2 hourly updates.

Transaction processing 

All transactions input to the  accounting system must be  authorised in  accordance  with the  procedures 
specified in this manual. 

All journal entries are authorised prior to input onto the accounting system by a member of staff other than the 
Accounting Officer. An electronic copy is retained on file, together with the evidence of authorisation. 

Transaction reports 

The Trust H e a d  o f  Finance reviews the following system reports to ensure that only regular 
transactions are posted to the accounting system: 

 amendment reports for the payroll, purchase ledger and sales ledger;
 System reports summarising expenditure and income against budget at budget holder level
 Trial Balance

Reconciliations 

The designated Academy Finance officer is responsible for ensuring the following reconciliations are 
performed each month, and that any differences are investigated 

 sales ledger control account
 purchase ledger control account
 payroll control account
 VAT control account
 all suspense accounts
 bank balance per the nominal ledger to the bank statement

Trust Head of Finance signs all reconciliations as evidence of review. 

Any unusual or long outstanding reconciling items are brought to the attention of the Accounting Officer and 
dealt with according to the bad debt limits in this manual. 

Cash Management 

Bank Accounts 

The following procedures must be followed when opening a bank account and operating it: 

 the  Trust  is  responsible  for  selecting  the  banking  institution  and  negotiating  the  terms  and
conditions

 the Board must authorise the opening of all bank accounts
 the Academy Trust /MAT will ensure that in the event of changes to key personnel or

governors/trustees, signatories will be changed immediately and the bank notified.  Any on-line
access to banking will also be removed

 terms of arrangements, including cheque signatories or BACS authorisations and the operation of
the accounts must be formally recorded and agreement minuted

 the trust must inform the bank, in writing, that their accounts must not become overdrawn
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 the trust must ensure there are sufficient funds to cover large payments

Deposits 

Where cash/cheques are receipts must be banked at within five working days, details of the deposit 

must be entered on a bank issued paying-in slip in duplicate - where applicable.

Where a bank issued card is used to pay in cash/cheques, a bank issued receipt mus be obtained for records.
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 the amount of the deposit
 a reference (for example the number of the receipt or the name of the debtor)
 a copy of the paying-in slip and the cheque should be scanned and saved in the bank rec file on the  G
Drive and attached to PSF Finance system.

The designated Academy Finance officer is responsible for posting details of the cash/cheque depositied at 
the bank (within 2 working days) attaching electronic copies of the paying in slip stamped and dated (where 
applicable) or a bank system generated receipt of payment issued by the bank. 

Payments and withdrawals 

All cheques and other instruments authorising withdrawal from academy bank accounts (where 
applicable) must be made in accordance with the scheme of delegation. 

This provision applies to all accounts, public or private, operated by or on behalf of the Trust governing body of 
the academy including funds held in trust.  Authorised signatories must not sign a cheque relating to goods or 
services for which they have also authorised the expenditure. 

The designated Academy Finance officer ensures bank reconciliations are performed on a monthly basis. 
Reconciliation procedures must ensure that: 

 all bank accounts are reconciled to the academy’s cash book at the last calendar day
 reconciliations are prepared by the designated Academy Finance officer
 reconciliations are subject to an independent monthly review carried out by Trust Head of Finance.

Petty Cash 

The Trust does not operate a petty cash system. 

E-procurement & Payments

The school charge card is used only when it is not practical to use the purchase order/cheque system. It is 
used mostly for internet purchases.  Issue of cards by the bank must have prior authorisation of approved 
bank signatories. 

Custody of the card is the responsibility of the card holder, and any loss must be reported immediately. 

The card is kept in the safe and is only used by: 
 Head Teacher
 Finance Officer
 Admin Support Officer
 Site Manager

Any department wishing to make a purchase on charge card must complete an order form and pass this to the 
designated Academy Finance officer. All order forms detailing the purchase must be signed by the Budget 
Holder. 

The credit card statement is reconciled with receipts for all items. A summary is produced of all purchases 
which is signed by the Head Teacher. Journals will be entered onto the system for each transaction. 

BACS Payments 

On receipt of an invoice, the appropriate finance person should ensure 
the following: 

 confirm if an official purchase order has been raised for the purchase
 the delivery note has been checked
 the delivery is of correct quantity, quality and price
 it has not been previously paid
 funds are available in the relevant budget

The payment is then prepared for BACS payment. The designated Academy finance officer ensures that the 
invoice amount is correct, and that the bank account and sort codes have been correctly entered.  The 
payment is then uploaded to the bank and two sign ateries approve the payment.  Where possible, one being 
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the Trust Head of Finance, and two being the Executive Head, or Head of School.  Alternative signatories are 
used when those are no available. 

Normally, BACS payments are processed in accordance with the payment terms although every effort is made 
to ensure the school benefits from early payment discounts. 
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Reserves 

Any overall surpluses or deficits (reserves) at the end of the year are carried over to the following year. 

The Accounting Officer must inform ESFA immediately if a deficit is anticipated. 

If the Trust is forecasting a deficit at the end of any financial year, the Local Governing Body, the Finance and 
Facilities Committee and the Board have a responsibility to ensure action is taken at the earliest opportunity to 
address this issue. 

The academy trust undertakes to ensure that it holds a contingency reserve sufficient to cover unplanned 
emergency events. 

Capital Reserves 

Any overall surpluses at the end of the year are carried over to the following year. 
It is the responsibility of the designated Academy Finance officer to keep accurate records of the capital 
funds, especially where grants have been received for capital projects. 

Personnel and Payroll 

The Trusts’ payroll is administered ‘in house’ at FBA using PS Financials software. This includes monthly 
payroll processes, responsibility of making payments and returns the HMRC, payments and returns to 
pension scheme administration and returns to the timetable of payroll deadlines. 

The Trusts’ HR service is provided by Stone King.  Their service provides and helps with HR issues including 
advice on issues not limited to occupational health, disputes, contractual changes and restructures of staff. 

Staff Appointments 

All members of Trust SLT, along with Head Teachers for individual Academies are appointed by the Board 
except for members of School SLT, who are appointed by the Local Governing Body. 

The Head Teacher has authority to appoint staff within the authorised establishment, except for the Deputy 
Head Teachers and the Trust Head o f  Finance (a shared post with the Trust).  These appointments must 
follow consultation with the Trust.  All personnel changes must be notified in writing to the Accounting 
Off icer  immediately. 

The Pay and Personnel committee is responsible for ensuring the Trust’s Pay Policy is implemented 

The CEO and Head Teachers are responsible for ensuring the statutory obligations around the safe recruitment 
policy and procedures are administered. 

Personnel information is held for all members of staff in manual files which include contracts of employment 
and relevant evidence of identification, with access strictly limited to authorised staff only and separately on SIMS 
by the Head Teachers’ PA.  Copies of contracts are held securely by the Finance Officer for payroll confirmation. 

A single central staff record is maintained for Trust staff and for each Academy school by a designated 
administrator. This record is checked termly by the HR manager or the Headteacher. 

Payroll Administration 

Payroll is administered ‘in house’ at MAT. 

All staff are paid monthly through the payroll system.   A payroll file is created for each employee which 
records: 

 salary
 bank account details
 taxation status
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 personal details
 any deductions or allowances payable
 other legal and relevant details
 Any application approved job related overtime and expenses claims

New payroll files will be created by the designated payroll officer on receipt of evidence of employment offer 
consisting of a signed contract of employment and evidence of relevant pre-employment verification.   
The paperwork required to create a new payroll file includes; 

• A contract letter signed by the Head Teacher or Executive Headteacher.
• Completed Personal Information form
• HMRC Starter Checklist
• P45 where possible

Contract amendments including terminations will be processed by the designated Payroll Officer on receipt of a 
letter signed by the Head Teacher or Executive Head. 

All new contracts and amendments made by the Payroll Officer must be submitted to the Trust Head of Finance for 
checking and then placed in the relevant school file for records. 

The designated Payroll Officer inputs all staff sickness and other absences a month in arrears. The absence 
reports are prepared by the Admin Support Officer at each school and are sent to both HR and the designated 
Payroll Officer.  The reports must be submitted by the 5th of each month for processing at the next payroll. 

The designated Payroll Officer will prepare and distribute a timetable for payroll processing specifying key 
dates, by month, for the year. See Appendix - 79 

Payments to Staff 

Completed payroll data should be placed in the relevant school file by the designated Payroll Officer for checking 
and approval on behalf of Headteacher by the Trust Head of Finance.  Authority to release BACS payment will 
be by the Head Teacher or in his/her absence a member of SLT by their co-approval of online BACS payment. 

The designated Finance Officer must completed complete all the tasks on the monthly payroll checklist 
(Appendix - 4) 

The designated Payroll Officer compares the current month’s and the previous month’s gross salary payments 
showing adjustments made for new appointments, resignations, pay increases  etc. The Trust Head of Finance 
reviews these against each school’s Board approved budgets and also for accuracy and then provide approval. 

The designated Payroll Officer also compares the current month’s and the previous month’s net salary payments 
showing  adjustments  made  for  new tax codes and pension changes.  This comparison is reviewed and 
approved by Trust Head of Finance. 

The payroll system automatically calculates the deductions due from payroll to comply with current legislation. 
The major deductions are for tax, National Insurance contributions and pensions.  The amounts payable are 
summarised on a payroll journal which is automatically entered onto the finance system by the payroll system 
once all approvals have been obtained. There are also other third party deductions e.g. Child Care vouchers, 
Union fees, This is checked as part of the month end procedures by Trust Head of Finance. 

After the payroll has been processed the nominal ledger is automatically updated. Postings will be made both 
to the payroll control account and to each Academy’s cost centres.  The designated Payroll Officer will complete 
a report that compares the actual costs versus the budget and provide explanations for any differences. 

Annually, the designated Payroll Officer and Trust Head of Finance and Human Resources Manager check 
each member of staff that the gross pay per the payroll system agrees to the contract of employment held on 
the personnel file. This will be done by selecting a sample size equal to 20% of the total staff of each Academy.  

The designated Payroll Officer will review the payroll control accounts each month to ensure they balance and 
investigate and resolve any differences. 

All salary payments are made by BACS.  The monthly      BACS files are to be first approved by the Trust Head 
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of Finance and co approved for release by the Headteacher or Executive Headteacher. 

Third Party Payments 

All third party payments are to be collated and processed by the designated Payroll Officer.  They must ensure 
they are paid within the monthly timelines required. All payments are to be first approved by the Trust Head of 
Finance and the Headteacher or Executive Headteacher. 

Salary advances 

The Trust does not award salary advances. 

Overtime 

Timesheets for additional hours or overtime are completed by the employee.  Prior to submission the completed 
additional hours report must be authorised by the Headteacher.  The timesheet is then authorised by the budget 
holder and signed off by the Head Teacher. Claim forms must not be submitted prior to the work being 
undertaken.  The designated Payroll Officer must ensure the authorised in advance box is initialed and dated 
by the Headteacher before processing, if not it should be returned for full approval by the payroll Officer.  

Planned overtime for example hours worked during lettings hours will be assumed approved if worked in 
accordance with lettings booking requirement. 

The fully approved additional hours timesheets are collated by the Admin Support Officer at each school and 
then submitted to the designated Payroll Officer.  They must be provided by the 5th of each month to ensure 
they are included in the payroll run.  No payments for work undertaken will be made other than via the payroll 
system. 

Severance Payments 

The Trust is able to self-approve the non-contractual element of severance payments up to £50,000.   A 
business case must be presented before agreeing a payment, using the form provided by ESFA on Gov.uk. 

Where the non-contractual element is on or over £50,000 prior approval from ESFA must be sought. 

The Accounting Officer must sign off and review each business case. 

Ex-gratia Payments 

Any ex-gratia payments must be submitted to ESFA for prior approval. 

Income 

ESFA Grants 

The main sources of income for the academy are the grants from the ESFA.  The receipt of these sums is 
monitored directly by the Designated Finance Person who is responsible for ensuring that all grants due to the 
academy are collected. The monthly allocation is checked against the schedule provided by the ESFA and any 
differences reported to Trust Head of Finance. 

Other Grants 

The receipt of these sums is monitored directly by the Designated Finance Person who is responsible for 
ensuring that all grants due to the academy are collected. 

Grants received for capital projects are monitored by the Designated Finance Person producing an income 
and expenditure account for each project which is reviewed by Trust Head of Finance. 

Trips (Appendix 5 & 6) 
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A lead member of staff must be appointed for each trip to take responsibility for the organisation of the trip. 
The lead teacher must prepare a summary of the trip itemising travel, accommodation and any other activities 
which must be costed. Student numbers should also be included as well information regarding Pupil premium 
students. The Designated Finance Officer should check this and agree the student contribution. This should 
then be checked by the Head Teacher and signed off. 

Students should make payments via the school’s income 
software eg. ParentPay or Squid. 

The designated Finance officer should run a report from the software showing the amount paid and the amount 
outstanding.  This record should be sent to the lead teacher on a weekly basis and the lead teacher is 
responsible for chasing the outstanding amounts. 

Trips should be run at cost price, although allowance can be made for administrative fees and additional staff 
cover.  If the school decides to subsidise the school trip the amount of subsidy must be approved by the Head 
Teacher in advance of the booking being made. 
 This account is then reconciled on a monthly basis and ensured the account has a nil balance on closure with 

any remaining surplus transferred to miscellaneous income nominal code. 
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Catering 

Payments for catering by pupils and staff are made via the school’s income 
software e.g. Parentpay or Squid. 
Where the school has a contract caterer the company will invoice the school direct for paid meals and FSM. If 
catering is provided in-house then a catering income and expenditure account is set up. Income from the income 
software should be allocated to this account as well as expenditure incurred for supplies. This account is then 
reconciled on a monthly basis. 

Lettings 

The lettings assistant or designated finance person is responsible for maintaining records of bookings of sports 
and other facilities and for identifying the sums due from each organisation.  Payments must be made in advance 
for the use of facilities by BACS/Bank Transfer. 

Details of organisations using the sports and other facilities will be held by the Finance Department who will 
establish a sales ledger account and produce a sales invoice from the Financial Information accounting system. 

Copies of the organisations up to date relevant Public Liability, indemnity, insurance and qualifications (where 
relevant e.g. Safe Guarding Procedures, H&S, First Aid, Instructor etc.) are kept with the Letting Agreements and 
are reviewed annually. It is the responsibility of the lettings assistant or designated finance person to ensure 
that these documents are current and copies placed on file. 

Sundry income 

Income from other sources (for example educational consultancy) is priced in consultation with the Trust 
Head of Finance. The transaction must not be undertaken until the price has been agreed by 
all parties . 

Gift Aid 

To ensure the academy trust, in its position as an exempt charity, receives all the monies it is entitled to the 
Designated Finance Person 

 reconciles income against records to confirm expected amounts have been received by the donor
 ensures the  tax  reclaimable  from  HMRC  has  been  obtained  and  any  relevant  business  use

deductions have been made.

Bad Debts 

The Designated Finance Person pursues all invoices of more than 30 days of issue that are unpaid. If the debt 
remains unrecoverable after 6 months, or it becomes clear that the debt will not be repaid, the designated 
Finance Officer submits a report to the Finance and Facilities committee for approval of write off. 

Purchasing 

The Academy must achieve value for money on all purchases. The following general principles must be applied 
when purchases are made: 

 Probity, it must be demonstrable that there is no corruption or private gain involved in the contractual
relationships of the academy

 Accountability, the academy is publicly accountable for its expenditure and the conduct of its affairs
 Fairness, that all those dealt with by the academy are dealt with on a fair and equitable basis

Routine Purchasing 

Budget holders will be informed of the budget available to them at least one month before the start of the 
academic year.  It is the responsibility of the budget holder to manage the budget and to ensure that the funds 
available are not overspent.  Data detailing actual expenditure and committed expenditure (orders placed but 
not paid for) against budget will be supplied to each budget holder each month. Budget holders will be able to 
monitor data relating to their own budget areas on a monthly basis via reports from SIMS. 
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Routine purchases within budget can be ordered by budget holders. The Finance Department should utilise 
‘Deals for Schools’ as recommended by the ESFA to ensure that the value for money principle is adhered to. A 
quote or price must always be obtained before any order is placed.   If the budget holder considers that 
better value for money can be obtained by ordering from a supplier not on the approved supplier list the 
reasons for this decision must be discussed and agreed with the designated Finance Officer. Copies of all 
quotes must be attached to the order form. 

E-procurement

Any department wishing to make a purchase on the school charge card must complete an official order form in 
the usual manner and pass this to the designated Finance Officer to make the purchase. All order forms detailing 
the purchase must be signed by the Budget Holder. 

Occasionally the school charge card is used to purchase small items where it is not possible to order this 
elsewhere. This must be recorded and countersigned by the budget holder. 

Orders 

• All orders must be raised as a requisition on the PS Financials finance system and approved by the
budget holder once checking there is sufficient funds in the budget.

They are then converted to a Purchase Order, where the designated finance person will also check the
budget and approve or reject if necessary.  This is when goods or service can be ordered.

• The budget holder or designated finance person must make appropriate arrangements for the delivery
of goods to the academy. On receipt the budget holder must undertake a detailed check of the goods
received against the goods received note (GRN) and make a record of any discrepancies between
the goods delivered and the GRN.  Discrepancies should be discussed with the supplier of the goods
immediately.

• If any goods are rejected or returned to the supplier because they are not as ordered or are of sub-
standard quality, the Finance Department should be notified.

All invoices should be sent to the Finance Department.  Invoices are entered onto the finance system and 
will check:.  

 invoice arithmetically correct
 invoice posted to purchase ledger
 goods/ services received
 goods/services as ordered
 prices correct
 invoice authorised for payment
 payment authorised
 VAT calculated correctly
 payment made

The budget holder must make a detailed check against the order and the GRN and this document must be 
sent back to the Finance Department. Budget holders must undertake these checks asap. 

If a budget holder is pursuing a query with a supplier the Finance Department must be informed of the query. The 

Finance Department will then input details of payments to be made to the purchase ledger including 
payment terms. Payments are generated once a month. 

BACS payments are input by the Finance Team and authorised on-line by two signatories. 
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Orders over £5,000 but less than £50,000 

At least three written quotations should be obtained for all orders over £5,000 but less than £50,000 to identify 
the best source of the goods/services. Written details of quotations obtained should be prepared and retained 
by budget holders for audit purposes.  They can also be attached to the requisition on the finance system. 

Orders over £50,000 

All goods/services ordered with a value over £50,000, or for a series of contracts which in total exceed 
£50,000 must be subject to formal tendering procedures. 

Official Journal of the European Union 

Contracts over the published limit in accordance with OJEU must be tendered. 

Tendering 

All purchases with a value greater than £50,000 must be put out to formal tender. 

Trading with related parties 

The register of business interests is regularly reviewed by Trust Head of Finance. All transactions of related 
parties are reported to the Finance and Facilities committee and the Board. 

Trading with connected parties 

Trading with connected parties must be in line with the Academy Trust Handbook (Section 5.33, 2021) 

Goods and services for private use 

No goods are ordered or services provided to include any elements of private use by governors and staff. 

Forms of Tenders 

There are three forms of tender procedure: open, restricted and negotiated and the circumstances in which 
each procedure should be used are described below. 

 Open Tender:  This is where all potential suppliers are invited to tender.  The budget holder must
discuss and agree with the Trust Head of Finance how best to advertise for suppliers e.g. press, trade
journals or to identify all potential suppliers and contact directly if practical.   This is the preferred
method of tendering, as it is most conducive to competition and the propriety of public funds.

 Restricted Tender:  This is where suppliers are specifically invited to tender.  Restricted tenders are
appropriate where:

o there is a need to maintain a balance between the contract value and administrative costs
o a large number of suppliers would come forward or because the nature of the goods are such

that only specific suppliers can be expected to supply the academy’s requirements,
o the costs of publicity and advertising are likely to outweigh the potential benefits of open

tendering.

 Negotiated Tender:  The terms of the contract may be negotiated with one or more chosen suppliers.
This is appropriate in specific circumstances:

o the above methods have resulted in either no or unacceptable tenders,
o only one or very few suppliers are available,
o extreme urgency exists,
o additional deliveries by the existing supplier are justified.
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Preparation for Tender 

Full consideration should be given to: 

 objective of project
 overall requirements
 technical skills required
 after sales service requirements
 form of contract.

It may be useful after all requirements have been established to rank requirements (e.g. mandatory, desirable 
and additional) and award marks to suppliers on fulfilment of these requirements to help reach an overall 
decision. 

A tender brief must always be prepared and is reviewed by the Local Governing Body. 

Invitation to Tender 

If a restricted tender is to be used then an invitation to tender must be issued.  If an open tender is used an 
invitation to tender may be issued in response to an initial enquiry. 

An invitation to tender should include the following: 

 introduction/background to the project
 scope and objectives of the project
 technical requirements
 implementation of the project
 terms and conditions of tender
 form of response
 dates for decision and work to be delivered

Tender Acceptance Procedures 

The invitation to tender should state the date and time by which the completed tender document is received by 
the EA to the CEO. Tenders are submitted in plain envelopes clearly marked to indicate they contain tender 
documents.  The envelopes should be time and date stamped on receipt and stored in a secure place prior to 
tender opening. Tenders received after the submission deadline are not accepted. 

Tender Opening Procedures 

All tenders submitted should be opened at the same time and the tender details should be recorded.  Two 
persons should be present for the opening of tenders as follows: 

 For contracts up to £25,000 - two of the budget holder, Trust Head of Finance
 For contracts over £25,000 - the Head Teacher or Trust Head of Finance plus a member of the

Finance and Facilities committee

A separate record details the names of the firms submitting tenders and the amount tendered.  The record is 
signed by both people present at the tender opening. 

Tendering Procedures 

The evaluation process should involve at least two people.  Those involved should disclose all interests, 
business and otherwise, that might impact upon their objectivity.  If there is a potential conflict of interest then 
that person must withdraw from the tendering process. 

Where an external company is used to undertake tenders on behalf of the Trust, tenders will always be analysed 
and a report produced for the Trust. 
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Those involved in making a decision must take care not to accept gifts or hospitality from potential suppliers 
that could compromise or be seen to compromise their independence. 

Full records should be kept of all criteria used for evaluation and for contracts over £100,000 a report should 
be prepared for the Finance & Facilities Committee highlighting the relevant issues and recommending a 
decision. For contracts under £100,000 the decision and criteria should be reported to the relevant Local 
Governing Body, under £75,000 the CEO and under £50,000 the Head Teacher. 

The accepted tender should be the one that is economically most advantageous to the Trust. All parties are 
then informed of the decision. 

Insurance 

The Finance and Facilities Committee reviews insurance arrangements annually.  They ensure that the sums 
insured are commensurate with the risks and include cover for Trust property when off the premises. 

Budget holders must ensure all valuables are kept locked away. 

Trustees Expenses 

Directors and Members of the Local Governing Bodies may claim allowances to cover expenditure necessary 
to enable them to perform their duties.  This does not include an attendance allowance, or payment to cover 
loss of earnings. Directors and Members of the Local Governing Bodies may claim allowances by completing a 
claim form and submitting it to the designated Academy Finance Officer. Allowances will only be paid on the 
provision of a receipt, and will be limited to the amount shown on the receipt.  Members of the governing board 
may claim for: - 

- Childcare Care for elderly or dependent relatives 
- Extra costs incurred because they have a special need or English as a second language
- Travel and subsistence costs
- Telephone charges, photocopying, postage, stationery, etc.
- Other justifiable allowances
- The costs of approved training courses
Claims will be paid in arrears on a case-by-case basis. Reimbursable costs should be agreed in principle
by the Headteacher or the Trust Head of Finance before they are incurred.

The Chair of Directors (or the vice-chair, where appropriate) may investigate claims that appear excessive 
or inconsistent.  

All claims will be subject to an independent audit. Travel expenses where a Director or Local Governor 
uses their own vehicle must not exceed the HM Revenue and Customs (HMRC) approved mileage rates . 

Trustees  wishing  to  make  claims  under  these  arrangements,  must  complete  a  claims  form  from  the 
Designated Finance Person together with the relevant receipts.  The form must be submitted to the Finance 
Department within two weeks of the date when the costs were incurred, when they will be submitted for prior 
approval by Chair (or for the Chair, a member who is not the Chair). 

Claims will be subject to independent audit and may be investigated by the Chair of the Board if they appear 
excessive or inconsistent. 

Gifts 

Ordinarily gifts should be rejected, unless they are of negligible value (e.g. diaries, calendars). However, any 
gifts or hospitality in excess of £25 are reported to the Accounting Officer in order to protect the individual 
receiving the gift. This is particularly important where the person receiving the gift is a budget holder, has the 
ability to influence purchasing decisions or regularly receives reimbursement from the school for items other 
than travel expenses. 

Gifts that have been reported are entered onto the gifts and hospitality register. 

Energy Management 
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Meters should be check before authorising any invoices from the utilities providers.   Any discrepancies or 
unusual reading should be raised with the Designated Finance Person immediately.
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The Site team ensures that the school’s heating system is operated and run as efficiently as possible. 

The designated Finance Person ensures that the school is purchasing energy at the most competitive prices 
available. 

All staff have the responsibility to work in an energy efficient manner at all times (e.g. turning off computers, 
lights and heating when not required). 

Fraud 

The trust does not tolerate fraud.  Where instances of fraud or theft are discovered these must be reported to 
the Head Teacher immediately.  The Head Teacher will determine, where necessary in consultation with the 
Chair of the Board, notification of the Police.  For fraud or theft over £5,000 reports must be submitted to the 
ESFA, and all such reports copied to the Chair of the Board. 

Whistleblowing 

The Trust has a Whistleblowing policy in place which is accessible to all staff. 

Leasing 

The Trust does not permit Finance leases as they are a form of borrowing which is not permitted under the 
Academy Trust Handbook. 

VAT 

VAT 126 form 

The Designated Finance Person is responsible for submitting the VAT 126 form per month for the Trust. 

Fixed Assets Acquisition and Disposal 

The acquisition and disposal of fixed assets must be managed in line with the Academies Financial Handbook. 

Asset Register 

All items purchased with a value over the Trusts capitalisation limit of £1,000 must be entered on the fixed 
asset register with the following details: 

 asset description
 asset number
 serial number
 date of acquisition
 asset cost
 expected useful economic LIFE
 depreciation
 current book value
 PFS Financials nominal code recorded to
 location
 name of member of staff responsible for the asset

The asset register helps: 

 ensure that staff take responsibility for the safe custody of assets
 enable independent checks on the safe custody of asset
 effective utilisation of assets and to plan for their replacement

external auditors to draw conclusions on the annual accounts
 support insurance claims
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Examples of items to include on the asset register include: 
 

 ICT hardware and software (this list can be combined and used to identify software licenses to 
ensure the school is complying with legislation) 

 Reprographic equipment 
 Office equipment 
 Furniture 
 AVA equipment 
 Cleaning equipment 
 Catering equipment 
 Technology equipment 
 Premises equipment 

 
Security of Assets 

 
All the items in the register are permanently and visibly marked as the academy trust’s property. 
Equipment is, where possible, stored securely when not in use. 

 
An annual count is under taken by the Asset manager, who is different from the preparer of the asset register. 
Where discrepancies between the physical count and the amount recorded in the register are found these are 
investigated promptly and, where significant, reported to Trust Head of Finance. 

 
Disposals 

 
Disposals, where applicable, are in line with the financial limits in the scheme of delegation. 

 
Items which are to be disposed of by sale or destruction must be authorised for disposal by the Head Teacher 
and, where significant, should be sold following competitive tender. 

 
Loan of Assets 

 
Items of Trust property must not be removed from Trust premises without the authority of the Head Teacher. 
A record of the loan must be recorded in a loan book and booked back in when it is returned. 
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Appendix 1 - Scheme of delegation: Financial powers plus Authorisation limits 

Activity Trust Board Sub committees CEO Headteacher Other staff 

1. Authorising        the
disposal of unusable
or obsolete
equipment included
on the inventory

Items over £1,000 LGBs £501- 
£1000 

Items up to £500 

2. *  (a)Signing of all
cheques drawn on

the school subsidiary 
account *(where 

applicable) 

(b) Signing of all cheques
drawn on the main Trust

account *(where 
applicable) 

Chair of Trust 
board to be one 
of two signatories 
for all cheques 
over £20,000 

Chair of LGB to 
be one of two 
signatories for 
all cheques over 
£10,000 

CEO for 
cheques up to 
£20,000 

Headteacher or 
member of SLT for 
all cheques below 
£10,000 

Headteacher and a 
member of SLT on 
all cheques over 
£10,000 

SLT 

SLT 

3. Approval of BACs
payments
(delegation
according to the
account being used)

Chair of Trust 
board approves 
any individual 
payment over 
£20,000 

Chair of LGB 
authorises any 
payments over 
£20,000 

CEO 
approves  
payments 
above £20,000

Headteacher or 
member of SLT 
signs off schedule 
and individually 
checks and signs 
off payments over 
£10,000 

Trust Head of 
Finance checks 
schedule against 
invoices prior to 
payment** 

4. Approval of BACS
payroll payments

Headteacher and 
member of SLT and 
Trust Head of Finance 
approves BACS
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Activity Trust Board Sub committees CEO Headteacher Other staff 

5. Approving transfer
between budget
headings (virements)
within agreed limits.

Trust board over 
£50,000 

CEO up to 
£50,000 

Headteacher – up to 
£25,000 

Trust Head of 
Finance maintains 
record of all 
virements for 
termly report to 
Trust board 

6. Writing off debts Over £500 LGB £250-500 Up to £250 

All bank accounts will be held in the name of LIFE Education Trust; there will be subsidiary accounts for each of the schools within the trust. 

Where the designated Academy Finance Officer is involved in the processing of invoices for payment, the checking of the BACs schedule will be undertaken by 
the Headteacher or Trust Head of Finance in order to maintain separation of duties. 

In the absence of the CEO or a headteacher their delegated powers may be undertaken either by their nominated deputy or such other person agreed by the 
Trust Board. 

* The Trust has significantly moved away from cheque payments in favor of BACS payments, but the Scheme procedures apply on the very rare
occasions where these may be used.
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Appendix 2 

Tendering Policy 
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Procedures 

All purchases with a value greater than £50,000 must be put out to formal tender.  The following procedures 
must be followed in such circumstances: 

1. A specification will be prepared by the budget holder, authorised by the Trustees and Trust Head of Finance 
and sent to at least three suppliers.  It is anticipated that for any major building works of a value greater 
than £50,000 the services of an architect may be engaged to deal with the handling of specifications and 
suitability to tender.

2. In the case of building works, the suppliers invited to tender should be drawn from the approved list 
agreed with the architect.  These suppliers stand to be chosen with regard to The Register of Pecuniary 
Interests to ensure no personal gain, and suitable site references will be sought.  Otherwise, invitations 
to submit tenders will be advertised in local newspapers and trade journals if appropriate. The invitations 
to tender will include:

(a) an introduction/background to the project;

(b) the scope and objectives of the project;

(c) any technical requirements;

(d) implementation details for the project;

(e) the terms and conditions of the tender; and

(f) the form and date of response to the academy, or in the case of building works, to the architect or 
quantity surveyor.

3. All replies, if to the academy, should be returned to the Academy in a plain sealed envelope marked 
‘Tender’ by a specified date. All replies must kept sealed until that date.

4. All tenders will be opened at the same time and details of the contractor, quotation and any other details 
recorded at the time of opening,

5. No contractor will be allowed to amend the tender after the time fixed for receipt.

6. For contracts up to £50,000 (provided the expenditure is included in the budget)   the decision as to 
which tender to accept will be taken by the Head teacher, in accordance with the schools Scheme of 
Delegation.

7. For  contracts between £75,000 and  £150,000, the  decision as  to  which tender to  accept  will  be 
authorised by the Chief Executive Officer.

8. Contracts above £100,000 must be accepted by the Board, in accordance with the schools Scheme of 
Delegation.

9. The reasons for accepting a particular tender must be documented, especially if it is decided to accept 
other than the lowest tender. All decisions must be reported to the full governing body.

Acceptance of Tender 

The following points will be considered when deciding which tender to accept: 

1. The overall price and the individual items or services which make up that price.

2. Whether there are any ‘hidden ‘costs; that is additional costs which the academy will have to incur to
obtain a satisfactory product.

3. Whether there is scope for negotiation, while being fair to all tenderers.

4. The qualifications and experience of the supplier, including membership of professional associations.
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5. Compliance with the technical requirements laid down by the academy.

6. Whether it is possible to obtain certificates of quantity.

7. The supplier’s own quality control procedure; pre sales demonstrations, after sales service and, for
building works, a six month defects period and insurance guarantees.

8. The financial status of the supplier.

9. References from other academies.

10. Understanding & compliance with Health & safety, CDM regulations and Child Protection issues related
to working on an academy site

In the case of building works, where the tendering process is being carried out by the architect or quantity 
surveyor, they will be responsible for checking the documents of the lowest tender before making a 
recommendation to the academy. 

Once a tender is accepted an order should be issued immediately to the supplier in the normal way. 
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Appendix 3 

The Frances Bardsley Academy 

Lettings Policy 

This document was accepted and ratified by the Local Governing Body on: Nov 2021 

Review date: July 2022 

Person responsible: Trust Head of Finance  



- 37 -

The Frances Bardsley Academy aims to ensure the use of the academy’s facilities to the fullest potential and in 
keeping with the articles of association of the academy. It is intended that the premises and sports facilities are 
available firstly, for the benefit of our learners and secondly, for the benefit of the local community. 

Aims 

 To ensure that lettings are in keeping with the fundamental purpose of the academy.

 To support community involvement in the life of the academy.

 To support the community in sporting, cultural and educational pursuits.

 To be consistent with the academy’s equal opportunities policy.

 To maximize the commercial opportunity for lettings.

 To ensure costs are fully calculated and covered.

 To provide a professional service to users of the academy’s premises and ensure good customer
care.

 To monitor the maintenance of the high standards of the premises and grounds.

Responsibilities 
Overall responsibility for academy lettings is held by the Governing Body of FBA. The Heads of School have 
responsibility for ensuring adherence to the policy. Practical responsibility for the policy is delegated to the 
Trust Head of Finance  

Lettings Assistant Responsibilities 

 To manage the day-to-day lettings of the premises and ensure effective communication between all
parties concerned.

 To maintain accurate records for inquiries and bookings.
 To maintain a booking chart.
 To maintain effective contact with hirers.
 To inspect insurance documentation.
 To consult with the Finance Officer wherever appropriate,
 To liaise with the Physical Education department.
 To organise cleaners as necessary.

Finance Officer Responsibilities 

 To raise invoices and keep track of payments.
 To advise the designated Academy Finance Officer of any outstanding invoices.
 To initiate legal proceedings in the case of bad debtors after consultation with the Trust Head of
Finance .

Duty Site Staff Responsibilities 

 To ensure facilities are as required by hirers.
 To monitor all hirers to ensure all aspects of the contract are being adhered to and that facilities are

left ready for academy use.
 To provide a professional service to users of the academy’s premises and ensure good customer

care. To ensure the Lettings Assistant is informed as necessary.

Teaching Staff Responsibilities 
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 To liaise with the Lettings Assistant to ensure communication of any events/bookings arranged after
school or the extended day.

Charges 

All charges are to be reviewed annually and set at a commercially viable rate.  Academy events which run 
entirely for pupils will not usually incur charges. Where individual pupils seek to raise money for charity or 
trips, they will usually be charged the community rate. Community groups using the academy facilities will 
be entitled to a reduced community rate. The level of charge will be initially determined by the Trust Head 
of Finance with the right of appeal to the Heads of School.  

The scale of charges is to be recommended by the Trust Head of Finance to the Local Governing Body 
and agreed by them. Charges will be reviewed on an annual basis. 

Staff requests 

Staff wishing to book the academy’s facilities will be offered a 10% discount on the community rate. 

Bookings 

Requests for booking the facilities are made directly to the academy. Whilst every effort is made to 
accommodate all requests, the academy and current hirers will be given priority. When considering bookings, 
the academy will consider the nature of the event and organisation, site supervisor availability, the number of 
other lettings at that time and the suitability of our accommodation. All lettings must be considered 
appropriate for the academy. 

The academy will inform hirers at the beginning of each term about events at the academy that may affect 
the bookings. The academy is committed to avoiding cancellations, and will always strive to offer an 
alternative and suitable area should an issue occur. 

Health & Safety 

No smoking is allowed on site. This includes Tobacco and any form of e-cigarettes or Vaping. The academy 
has a responsibility to work within the framework of the law; however, hirers must take all reasonable steps 
to prevent injury, loss or damage to any person or property for the duration of the letting. Hirers are 
responsible for arranging all first aid provision for the members of their organisation. The academy‘s 
telephone system should ONLY be used in the event of an emergency. All hirers are issued with the site 
team’s mobile number for use in an emergency. 

The academy reserves the right to cancel any letting where the hirer fails to comply with health and safety 
procedures (see Conditions of Hire information). 

The academy requires every electrical item used to have a PAT certificate. 

All lettings are run in accordance with the academy Health & Safety procedure. Therefore, the capacity of 
some spaces may range depending on the activity taking place. Purpose for hire will be discussed at time of 
booking and any restrictions put in place must be followed. 

Insurance 

The school does not provide hirers with public liability insurance against personal injury, accident, loss or 
damage to property. The hirer must provide evidence to the lettings assistant that they have adequate 
insurance cover in place before a letting can be agreed. 

For a one-off hire, a charge will be made to provide appropriate cover for the duration of the hire. 

Safeguarding 

All hirers who provide activities for children and young people are required to complete the Application for 
Hiring Premises form which indicates they have a Child Protection Policy. (See copy attached) 

Complaints Procedure 
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In the event of a hirer being dissatisfied with the facilities or service, the academy will investigate in line with 
the Complaints Policy. 

FACILITIES 

The following facilities are available for hire: 

Hall with stage and seating for maximum of 252 (or 362 if the balcony is used) 
3G All Weather pitch (Floodlit) 
Sports hall 
Classrooms 
Meeting Room 
Library (available if the nature of the letting is appropriate) 
Drama room 
Rose Gaughan Theatre – Tiered seating for 110 
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APPENDIX A 

Letter to hirers 

Dear Client, 

Please do read the information in this document as it contains essential information regarding your hire of 
our Academy premises. It is important that your party keeps to the hours booked (please remember to add in 
setting up and clearing up time when you book) and that all Academy facilities are kept in good order at all 
times. The right is reserved to cancel your booking if the terms and conditions of hiring are not met. 

Hire of these premises is subject to the following conditions. 

General Conditions 

1 The Hirer must be over the age of 18 years; have completed the Application for Hire Form, have 
adequate Public Liability Insurance cover in place and have paid the required charges. 

2 The Hirer is required to include preparation time and clearing-up time on the Application Form. Academy 
premises are generally unavailable for hire during normal term time Academy hours or later than 10pm. 
This may be extended to 11pm on Friday and Saturday evenings. All other times are by negotiation. The 
Academy is not available for hire on Bank Holidays or between 24th December and 2nd January. 

3 The Hirer, on arrival, should report any damage, litter or disorder immediately to the Site Supervisor on 
duty. 

4 The Hirer is responsible for ensuring the number of people on site during the period of hire does not 
exceed the number given on the Application for Hire Form. 

5 The Hirer is responsible for leaving the premises hired in a clean, neat and tidy condition and must place 
rubbish in black bags, which must be deposited in the external refuse bins. In the interests of hygiene, 
hirers are requested to ensure that disposable nappies are not left on the Academy’s premises. If the 
Hirer fails to leave the premises clean, neat and tidy, the Academy’s cleaners will clean the premises 
and will charge the cost to the Hirer. 

6 The Hirer is responsible for the area of the premises hired and access and exit routes for the period of 
hire. The Hirer shall not assign or sublet the premises or any part of the premises. 

7 The Hirer is responsible for ensuring that the let finishes promptly. The Academy will charge for the extra 
costs incurred for any delay. 

8 All publicity for the hiring and all admission tickets etc. shall explicitly contain the name and address of 
the Hirer and the purpose of the event. Notices can only be displayed within the Academy site with the 
Academy’s prior agreement. The Hirer is requested to inform the Academy in advance if the media is 
expected. 

9 The Hirer agrees to pay the Academy on demand the cost of repairs or making good any loss or damage 
arising out of or incidental to the hiring. 

10  No intoxicating liquor shall be included in the refreshments available at any 
Functions without the Academy’s written consent. No intoxicating liquor may be sold at an event without 
the necessary licenses and approvals, which must be produced by the Hirer and shown to the Academy 
in advance. 

11  Parking is permitted in the front car park (5 mph speed limit). Vehicles must not be parked where they 
would cause an obstruction. The Academy cannot accept liability for valuables or possessions that are 
lost or damaged in any way on or off the Academy premises. 

12  It is the role of the Hirer to arrange, set out and put back in its original place all furniture used in 
conjunction with the period of hire. 

13  When classrooms are hired, the Hirer is responsible for ensuring the Frances Bardsley Academy pupils’ 
property; work or equipment is not interfered with in any way. 

14  Regular hirers of classrooms or sports facilities are assumed to attend each week and must notify the 
Academy of any absence without delay by contacting the Lettings Assistant on 01708 447368 ext. 249. 
A charge is levied whether or not the facility is used in accordance with the FBA cancellation conditions. 

15  All furniture should be returned to its original position at the end of the letting. 
16  The Academy prohibits the use of fireworks. 
17  No candles are permitted on site. 
18  No smoking is allowed on the Academy site. This includes Tobacco and any form of e-cigarettes or 

Vaping. The Academy may terminate the letting if the Hirer fails to comply with the Conditions of Hire or 
with Fire and Health and Safety regulations. 
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19  Any event deemed to bring the Academy’s good name into disrepute can be cancelled at any time by the 
Academy 

20  Publicity materials used must be approved by the Academy in advance. 
21  The hirer is responsible for carrying out a risk assessment. The Academy may require the hirer to 

provide a copy of this assessment to the Premises Manager. 
22  Bookings will be invoiced monthly, in advance. Invoice will be issued on 4th and payment terms are 15 

working days or prior to the date of the letting if less than 15 working days. If full payment is not received 
prior to the date of the booking, then the booking is subject to cancellation. 

23  The hirer is asked to give at least 10 calendar days’ notice of a cancellation. For cancellations the 
following charges will apply. 
- Cancellation less than 1 working day will still be liable for the full amount
- 1-2 working days’ notice will be refunded 25%,
- 2-4 working days’ notice will be refunded 50%
- 5 working days will be refunded 75%
- There will be no charge for a cancellation given with 6 days’ notice or more.
- Any applicable refunds will be credited to the following month’s invoice.

24  Hirers who are booking premises for activities involving children must provide evidence that they have 
robust child protection policies and practices. 

25  The agreement to hire will cover parts of the premises only. The hirer does not have any rights of access 
to other parts of the premises. These must be maintained secure and out of bounds at all time during the 
hire. The hirer undertakes to take all reasonable steps to ensure that participants in his/her activity will not 
trespass into areas of the premises that are not subject to the hiring. 

26  A Governor, The Head Teacher, Deputy Head Teacher and others appointed by the Governors, shall 
have the right of entry to the premises during hiring. 

27  No advertisements, emblems or slogans shall be displayed outside the Academy premises without the 
prior written permission of the Academy. 

Should the hirer need to call the emergency services during a letting the duty site supervisor must be 
informed. 
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APPENDIX B 

Charges for September 2021 - August 2022 - as agreed by Governors in March 2021 

Main School Hall 
£40 per hour for general use. 
£50 per hour for all other events 
additional site staff costs may be charged if large numbers on site, over 200 people requires 2 duty site 
supervisors 
insurance charged in addition where applicable if not held by hirer 
Depending on the nature of the letting a £200 security deposit (refundable) may be required 

All weather pitch 
Full pitch for 1 hour training £75.00 
Half pitch for 1 hour training £40.00 

Matchplay £70.00 
Matchplay Half pitch £50 

Sports Hall 
£33 per hour 
insurance charged in addition where applicable if not held by hirer 

Outside Netball court 
£25.00 per hour 

Classroom 
1 classroom for 1 hour £25 
insurance charged in addition where applicable if not held by hirer 
2 classrooms for 1 hour £45 
insurance charged in addition where applicable if not held by hirer 
3 classrooms for 1 hours £60 
insurance charged in addition where applicable if not held by hirer 

Old Library/ Conference Room 
£33 per hour 
insurance charged in addition where applicable if not held by hirer 

Drama suite 
£33 per hour 
insurance charged in addition where applicable if not held by hirer 



- 43 -

LETTINGS APPLICATION FORM 

Client Name: ………………………………………………………… 

Client Address: ………………………………………………………… 

………………………………………………………… 

………………………………………………………… 

Client Contact Number  (Home): …………………………………………… 

(Mobile) …………………………………………… 

Client Email Address: ………………………………………………………… 

What is the purpose of the hire? 
How many people max? 
Will there be children and/or young people on site? 
(if so Please indicate if you have a child protection policy and attach a copy) 
Will you be using or require electrical equipment? i.e. audio equipment 
Will you require tables - 18 tables can be suppled 
Will you require chairs – 250 chairs can be supplied 
Will alcohol be consumed? 

Please complete the following: 

Area to be hired Date of hire Time of hire 
(from – to) 

Number of 
chairs required 

Any additional information/details 

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

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

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

I hereby make application for the use of the accommodation and facilities stated above and, upon such 
application being approved, I undertake to pay in advance the charges and to comply with the Conditions of 
Hire which I have a copy.  I understand that if payment is not made prior to the date of the booking then the 
booking will be subject to cancellation. 

Signature: …………………………………………. 

Full Name: ………………………………………… 

Date: ………………………………………………… 

Please Return to: 

Telephone: 

The Lettings Assistant 
LIFE Education Trust 
Brentwood Road 
ROMFORD 
RM1 2RR 
01708-447368 

Please apply relevant Acedemy site Address accordingly
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The object of letting (hire of) school premises is to establish the school as a resource of and the ‘hub’ of the 
community. This in turn will encourage greater community cohesion and facilitate more vibrant, safer and stronger 
communities. 

The school should not be let at a financial loss. Governing bodies can cross subsidise lettings by charging different 
amounts for different purposes however, delegated budgets must not be used to subsidise non-school activities. 

The Governing body has devolved the responsibility for agreeing all school lettings to the Head teacher. 

Types of Lettings 
Single lettings are those where an individual or organisation wishes to hire facilities on a one off basis, these lettings 
should still be subject to a formal lettings agreement and follow the same principles as a continuous 
letting. Continuous lettings are those that run for a number of weeks or terms.  

Letting Agreement 
All lettings (even those where no charge is made) must be subject to a letting agreement and must be signed by 
both the school and the hirer. A letting is confirmed as accepted when a signed letting agreement is in place. Any 
amendments to an agreement will require a new agreement form to be signed. 

Equal Opportunities 
School premises must not be let to any individual, group or organisation that does not subscribe and adhere to the 
schools statement on equal opportunities. 

Political Use 
School premises will not be let for political use; the only exception to this is as a polling station. 

Legal Use 
It is the responsibility of the person letting the premises (hirer) to ensure the premises will not be used for any 
purpose which may be deemed contrary to English law. The school is a community building and the hirer will be 
held responsible for noise levels and guest behaviour which must not offend other users or local residents. 

Named Individual 
The hirer must provide the school with a named individual who the school can contact in the case of an emergency. 
This person must be on the premises for the full duration of the letting. 

Safety 
During the period of the letting the hirer’s named individual will be responsible for following the conditions of booking 
and ensuring the safety of those using the premises. The named individual will have the responsibility for complying 
with School Health & Safety Policy (a copy is available on the school website and made available on request to 
hirer) and any other instructions or guidance provided by the Head Teacher. 

The school will provide the hirer with the name and phone number of school contacts in the case of an 
emergency.  A member of school staff will be responsible for showing the hirer’s named individual how to raise the 
alarm in an emergency, this will include location of appropriate fire exits, fire extinguishers and evacuation area. 

Benhurst Primary School 

Policy Statement 

‘Only my best is good enough for me’

Policy  Lettings 

Implementation Date September 2021 

Review Date July 2022 
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The maximum capacity of the main hall is 100, the dining hall 50 and a standard size classroom 30. These must not 
be exceeded. 

No equipment can be brought on to the site without the prior approval of the head teacher, electrical equipment will 
also require a PAT testing certificate. Smoking, drugs & gambling are not appropriate activities on school premises. 
Alcohol cannot be sold unless the hirer has a licence agreement and a copy given to the school in advance of the 
letting. Where alcohol is consumed without being sold, the school expects the hirer to ensure this is not to excess 
and noise levels and guest’s behaviour does not offend other users or local residents.  

Access to the school car park should be limited especially if young children are on site. In some instances, the KS2 
playground can be used to park cars. Please liaise with the Site Manager should this be required. 

Risk Assessments 
The hirer will be responsible for ensuring compliance with any school provided risk assessments.  Where 
appropriate the hirer will be responsible for undertaking their own risk assessments for specific activities and 
providing their own first aider. The school’s cooking facilities must not be used unless prior permission has been 
obtained from the Site Manager. 

Insurance 
The school does not provide hirers with public liability insurance against personal injury, accident, loss or damage to 
property. The hirer must provide evidence to the head teacher that they have adequate insurance cover in place 
before a letting can be agreed.  

Charges 
Charges will be set out in the letting agreement between the school and hirer, the governing body will periodically 
review these charges, giving the hirer at least one half terms notice of any changes in fees or conditions of hire. 
Charges are detailed within this policy and must be paid in advance. 

Damage 
The hirer will be responsible for the cost of any damage to school premises or equipment, school staff have free 
access to all parts of the school site during lettings to check hirers are acting in a responsible manner. 

Cleaning/Security 
Any costs for cleaning or providing building security will be detailed in the letting agreement, where such costs are 
not identified, responsibility for cleaning and security will be the responsibility of the hirer. School site staff will be 
responsible for opening and closing the school unless alternative arrangements have been agreed with the Head 
Teacher, 

Cancellation & Complaints 
The school (through the powers designated to the Head teacher) has the right to cancel any letting. The school will 
always look to provide reasonable notice of cancellation unless the hirer is in breach of the letting agreement, upon 
which cancellation will take immediate effect. Where the hirer has a complaint the schools standard complaints 
policy and process will apply, if the school has a complaint about the hirer, in the first instance the Head Teacher 
will raise this with the named person, if the complaint is not resolved it will be escalated to the governing body to 
decide on the appropriate action for the school to take. 

The hirer is asked to give at least 10 calendar days’ notice of a cancellation. For cancellations the following charges 
will apply. 
- Cancellation less than 1 working day will still be liable for the full amount
- 1-2 working days’ notice will be refunded 25%,
- 2-4 working days’ notice will be refunded 50%
- 5 working days will be refunded 75%
- There will be no charge for a cancellation given with 6 day’s notice or more.

Declaration of Interest 
Any members of school staff or governors having connection with a letting must formally declare this; declarations 
should be formally minuted at the appropriate meeting. 

Other documents you should also refer to/make available to hirer: 
Booking Application Form & Booking Procedures Checklist (school & hirer) 
Summary Conditions of Booking (for hirers) 
Lettings Agreement (school & hirer) 
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Health & Safety Policy, School Complaints Policy, Equal Opportunities Policy (available to hirer on request) 
Permission to use school site 
Charges Policy/Rates 
Relevant Risk Assessments & Emergency Procedures (school & hirer) 
Copy of Public Liability Insurance (from hirer)  

 General Charges – subject to Head teacher’s discretion 

Charges are inclusive of setting up and clearing away.  

When Hall Field Per classroom 

Monday - Friday £30 per hour 

Current children from 
Benhurst attending only - 
£15 per hour 

£30 per hour 

Current children from 
Benhurst attending only - 
£15 per hour 

£30 per hour 

Current children from 
Benhurst attending only - 
£15 per hour 

Saturday £30 per hour £30 per hour £30 per hour for the first 
classroom 

£10 per hour for additional 
classrooms 

Sunday £40 per hour £40 per hour £40 per hour for the first 
classroom 

£15 per hour for additional 
classrooms 

Friends of Benhurst (School PTA) 

A separate charging policy is applied to FOB in recognition of the social and financial support they offer the 
school throughout the year.  

Hiring of the school building before 6pm during term time – No charge 

Hiring of the school building after 6pm during term time - £10 per hour 

Hiring of the school building during holidays or weekends – £10 per hour 

ABACUS (After school/breakfast club) 

A separate charging policy is applied to after school/breakfast club in support of the Extended Schools 
Programme. The hourly rate for 2021-2022 is set at £15.  
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Clubs which the school take on and pay for through the PE and Sport Premium 

Not subject to hire charges during normal opening hours in the school holidays in recognition of the 
improvements to the quality of PE and sport Benhurst offers.  Clubs that include non-Benhurst children will 
incur a hire charge as shown above. 
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Appendix 4 – Final Account Form for Trips 
FINAL ACCOUNT FOR 
DATE OF TRIP/VISIT 
TRIP ORGANISER 
NUMBER OF STUDENTS ON TRIP 
NUMBER OF STAFF ON TRIP 
INCOME SUMMARY 
Receipt Number Date Received Amount 

TOTAL INCOME 0 

EXPENDITURE SUMMARY 
Name of Supplier Invoice Ref Date Paid Amount £ 

Incidental Expenses 
Refunds to Pupils 
Transfer of Teaching Cover Costs 
Transfer of Admin Charge 

TOTAL 
EXPENDITURE 

GAIN & LOSS 

SIGNATORIES Signature Date 
Prepared by 
Trip Organiser 
Head Teacher 
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Appendix 5 - SCHOOL TRIP PROFORMA 

 TRIP TITLE 

NAME OF TRIP ORGANISER 
DATES OF TRIP 

NUMBER OF STUDENTS ON TRIP (A) 

ON 1 : PLAN DETAILS AMOUNT 
Transport to airport/pick up point 
Travel costs 
Accommodation 
Travel Insurance 
Other inclusive tour costs (guide 
entry/tickets etc.) 
Incidental expenses (meals not 
included in above) 
Other costs (please specify) 

Teacher cover costs 
Number of staff required How many days cover required? 
Approved by Cover coordinator 

SUB TOTAL 
Admin charge @ 5% of sub total 

TOTAL ESTIMATED COST (B) 

Cost covered by Pupil Premium ? 
Curriculum Based trip - Full cost covered 

Cost per student: £ 

Non - Curriculum Based trip - Half cost 
covered Each student is being charged : £ 

FOR OFFICE USE ONLY 
Finance Officer Checked Date 

Approved by  Head of Finance Date 

Approved by Headteacher Date 



Academies planning calendar
A summary of key dates and actions relating to academy funding, 

finance and trust compliance with their funding agreement.

September 2021
Information and published guidance

The Academy Trust Handbook (also known as the Academies 
Financial Handbook) 2021 comes into effect
ESFA publishes guidance and workbook for the land and 
buildings collection tool
ESFA publishes key findings following the assurance work 
relating to academy trust financial statements, academy funding 
audits and financial management and governance reviews, for 
the year 2020 to 2021

Are your trustees informed and providing 
effective challenge?
Understanding your data: a guide for school 
governors and academy trustees. How to 
collect data and what it can tell you about 
your school’s performance

October 2021
Trust action

Complete autumn school census
Land and buildings collection tool online form available 
5 October
Academies must publicly consult by 31 January 2022 on 
proposed changes to admission arrangements for entry in 
September 2023, or if they haven’t consulted in the past 7 years

Information and published guidance
ESFA publishes guidance and workbook for the academies 
accounts return
Audited financial statements submitted from 19 October
ESFA publishes the 16 to 19 revenue funding allocation data for 
2021 to 2022
Pupil number adjustment (PNA) calculator and guidance notes 
2021 to 2022 published

Payment
Second quarterly pupil premium for 2021 to 2022 financial year
Universal infant free school meals (UIFSM) for newly eligible 
academies
First payment of the school-led tutoring grant and first payment 
of the recovery premium for the 2021 to 2022 academic year

November 2021
Trust action

Accounts return online form available 4 November
Complete and submit the land and buildings collection tool by 
9 November

Information and published guidance
PE and sport premium conditions of grant and allocations issued 
for the 2021 to 2022 academic year

Payment
First payment of the teachers’ pay grant and teachers’ pension 
grant for the 2021 to 2022 academic year (early years and post 
16 providers only)
First PE and sport premium payment for the 2021 to 2022 
academic year
Reimbursement of approved summer schools programme claims 
for summer 2021

Thinking about your land and buildings?
Get help by using our Good Estate 
Management for Schools guidance

December 2021
Trust action

Trusts submit their 2020 to 2021 audited financial statements, 
auditor’s management letter, internal scrutiny annual summary 
report and accounts submission coversheet by 31 December

Announcement
DfE announces the schools revenue funding settlement for 2022
to 2023

Payment
Reimbursement of approved coronavirus (COVID 19) no 
recourse to public funds: free school meals claims for 2020 to 
2021 academic year 

January 2022
Trust action

Complete spring school census
Schools resource management self-assessment tool (SRMSAT) 
online form available
Complete and submit the audited accounts return by 25 January
Trusts publish their 2020 to 2021 audited financial statements on 
their website by 31 January

Information and published guidance
ESFA publishes outcomes of requests from LAs for changes to 
high needs places for 2022 to 2023; academies have 2 weeks to 
submit a query about the outcomes

Payment
Third quarterly pupil premium for the 2021 to 2022 financial year 
Second payment of the recovery premium for the 2021 to 2022 
academic year

February 2022
Trust action

Academies must determine their admission arrangements for 
entry in September 2023 by 28 February
Academies must publish their admissions appeals timetable for 
2022 on their website by 28 February

Information and published guidance
ESFA confirms exceptional 2021 to 2022 post-16 in-year growth 
outcomes
ESFA issues guidance on 2022 to 2023 funding allocations for 
open academies
ESFA issues guidance on funding allocations for new openers 
between April 2022 and August 2022
ESFA issues 16 to 19 allocation calculation toolkits (ACT) 
containing funding factors and student numbers 

Payment
Positive early PNA payments made to academies for 
2021 to 2022

*All tools highlighted are available on the School Resource Management collection page at: https://www.gov.uk/government/collections/schools-financial-health-and-efficiency



Academies planning calendar
A summary of key dates and actions relating to academy funding, 

finance and trust compliance with their funding agreement.

March 2022
Trust action

Academies must publish their admission arrangements for entry 
in September 2023 on their website and send a copy to their 
local authority by 15 March
Trusts complete and submit the school resource management 
self-assessment tool (SRMSAT) by 15 March

Information and published guidance
ESFA issues academy revenue funding allocations for 2022 to 
2023 including 16 to19 allocations (plus student support, 16 to 
19 Bursary Fund and free meals in further education) where 
applicable
ESFA publishes guidance and workbook for the budget forecast 
return outturn (BFRO) 
ESFA publishes the Academies Accounts Direction, Model 
Accounts and Auditor Guide for 2021 to 2022

Payment
PE and sport premium for newly eligible academies

April 2022
Trust action

Budget forecast return outturn (BFRO) online form available 
12 April
16 to 19 revenue funding allocation business case for major data 
errors deadline 30 April 

Information and published guidance
ESFA publishes 16 to 19 funding regulations guidance, funding 
rates and formula guidance for 2022 to 2023
ESFA publishes 16 to 19 student support eligibility and 
guidance, including 16 to19 Bursary Fund guidance

Payment
Final quarterly pupil premium for the 2021 to 2022 financial year

Budget planning?
Use the benchmarking and view my financial 
information (VMFI) tools

May 2022
Trust action

Complete summer school census
Complete and submit the BFRO by 17 May 
Trusts must submit their audited financial statements to 
Companies House within 9 months of the end of the accounting 
period which is 31 May

Information and published guidance
ESFA publishes guidance and workbook for the budget forecast 
return three-year (BFR3Y) 
Main PNA exercise complete and statements uploaded to 
Document Exchange for 2021 to 2022

Payment
Second payment of the teachers’ pay grant and teachers’ 
pension grant for the 2021 to 2022 academic year (early years 
and post 16 providers only)
Final PE and sport premium for the 2021 to 2022 academic year
Final payment of the school-led tutoring grant for 2021 to 2022 
Third payment of the recovery premium for 2021 to 2022 

June 2022
Trust Action

BFR3Y online form available 21 June
Information and published guidance

ESFA publishes the 2022 to 2023 Academy Trust Handbook
ESFA publishes the 16 to 19 sub-contracting controls guidance 
for 2021 to 2022
ESFA issues guidance on funding allocations for new openers 
between September 2022 and March 2023

Buying supplies? 
Find quality checked suppliers and resources 
for buying goods and services and use the 
free Teaching Vacancies Service

July 2022
Trust action

Complete and submit the BFR3Y by 26 July
Information and published guidance

ESFA refreshes the 16 to 19 interactive census tool 
DfE publishes the academies sector annual report and accounts 
(SARA)
ESFA issues guidance on estimating your funding, for 
September 2022 to March 2023 openers

Payment
Final payment for universal infant free school meals for the 2021 
to 2022 academic year
Quarter 1 payment of pupil premium
Main PNA positive payments made to academies 2021 to 2022
Final payment of the recovery premium for 2021 to 2022 

August 2022

Planning next year’s intake?
Use our integrated curriculum and financial 
planning tools and guidance

Quarterly
reminder

Make the most of your school resources. 
Benchmarking your schools financial data • View My Financial Insights Tool • School Business Professionals training and support • Digital 
resources • Guidance for Governors • The School Workload Reduction Toolkit • Hiring supply teachers and agency workers • Good Estate 
Management for Schools

*All of the highlighted tools and resources are available on GOV.UK: https://www.gov.uk/government/collections/schools-financial-health-and-efficiency



RURAL SCHOOL PRIMARY BACS SCHEDULE

Month End Purchase Bacs
Incase Maire is 
Unavailable Payroll

Other Payroll Payments 
Inc Pensions HMRC

Oct 01.11.2021 01.11.2021 Rural School Back Up Oct 18.10.2021 18.10.2021 Oct 01.11.2021 18.10.2021 Oct 12.11.2021 12.11.2021
Head of Finance Executive Head Teacher Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End

Head Teacher Dame Tipping Head Teacher Dame Tipping Head Teacher Dame Tipping Head Teacher Dame Tipping
Head of School Roxwell Head Teacher Roxwell Head Teacher Roxwell Head Teacher Roxwell
Head of School Margaretting Head of School Margaretting Head of School Margaretting Head of School Margaretting

Nov 25.11.2021 25.11.2021 Rural School Back Up Nov 15.11.2021 15.11.2021 Nov 01.12.2021 01.12.2021 Nov 13.12.2021 13.12.2021
Head of Finance Executive Head Teacher Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End

Head Teacher Dame Tipping Head Teacher Dame Tipping Head Teacher Dame Tipping Head Teacher Dame Tipping
Head of School Roxwell Head Teacher Roxwell Head Teacher Roxwell Head Teacher Roxwell
Head of School Margaretting Head of School Margaretting Head of School Margaretting Head of School Margaretting

Dec 16.12.21 16.12.2021 Rural School Back Up Dec 15.12.2021 15.12.2021 Dec 17.12.2021 17.12.2021 Dec 12.01.2022 12.01.2022
Head of Finance Executive Head Teacher Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End

Head Teacher Dame Tipping Head Teacher Dame Tipping Head Teacher Dame Tipping Head Teacher Dame Tipping
Head of School Roxwell Head Teacher Roxwell Head Teacher Roxwell Head Teacher Roxwell
Head of School Margaretting Head of School Margaretting Head of School Margaretting Head of School Margaretting

Jan 26.01.2022 26.01.2022 Rural School Back Up Jan 17.01.2022 17.01.2022 Jan 01.02.2022 01.02.2022 Jan 14.02.2022 14.02.2022
Head of Finance Executive Head Teacher Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End

Head Teacher Dame Tipping Head Teacher Dame Tipping Head Teacher Dame Tipping Head Teacher Dame Tipping
Head of School Roxwell Head Teacher Roxwell Head Teacher Roxwell Head Teacher Roxwell
Head of School Margaretting Head of School Margaretting Head of School Margaretting Head of School Margaretting

Feb 23.02.2022 23.02.2022 Rural School Back Up Feb 15.02.2022 15.02.2022 Feb 01.03.2022 01.03.2022 Feb 14.03.2022 14.03.2022
Head of Finance Executive Head Teacher Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End

Head Teacher Dame Tipping Head Teacher Dame Tipping Head Teacher Dame Tipping Head Teacher Dame Tipping
Head of School Roxwell Head Teacher Roxwell Head Teacher Roxwell Head Teacher Roxwell
Head of School Margaretting Head of School Margaretting Head of School Margaretting Head of School Margaretting

Mar 28.03.2022 28.03.2022 Rural School Back Up Mar 14.03.2022 14.03.2022 Mar 01.04.2022 01.04.2022 Mar 15.04.2022 15.04.2022
Head of Finance Executive Head Teacher Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End

Head Teacher Dame Tipping Head Teacher Dame Tipping Head Teacher Dame Tipping Head Teacher Dame Tipping
Head of School Roxwell Head Teacher Roxwell Head Teacher Roxwell Head Teacher Roxwell
Head of School Margaretting Head of School Margaretting Head of School Margaretting Head of School Margaretting

Apr 26.04.2022 26.04.2022 Rural School Back Up Apr 08.04.2022 08.04.2022 Apr 02.05.2022 02.05.2022 Apr 12.05.2022 12.05.2022
Head of Finance Executive Head Teacher Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End

Head Teacher Dame Tipping Head Teacher Dame Tipping Head Teacher Dame Tipping Head Teacher Dame Tipping
Head of School Roxwell Head Teacher Roxwell Head Teacher Roxwell Head Teacher Roxwell
Head of School Margaretting Head of School Margaretting Head of School Margaretting Head of School Margaretting

May 26.05.2021 26.05.2022 Rural School Back Up May 16.05.2022 16.05.2022 May 27.05.2022 27.05.2022 May 13.06.2022 13.06.2022
Head of Finance Executive Head Teacher Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End

Head Teacher Dame Tipping Head Teacher Dame Tipping Head Teacher Dame Tipping Head Teacher Dame Tipping
Head of School Roxwell Head Teacher Roxwell Head Teacher Roxwell Head Teacher Roxwell
Head of School Margaretting Head of School Margaretting Head of School Margaretting Head of School Margaretting

June 27.06.2022 27.06.2022 Rural School Back Up June 15.06.2022 15.06.2022 June 01.07.2022 01.07.2022 June 13.07.2022 13.07.2022
Head of Finance Executive Head Teacher Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End

Head Teacher Dame Tipping Head Teacher Dame Tipping Head Teacher Dame Tipping Head Teacher Dame Tipping
Head of School Roxwell Head Teacher Roxwell Head Teacher Roxwell Head Teacher Roxwell

Head of Finance Head of School Margaretting Head of School Margaretting Head of School Margaretting Head of School Margaretting

July 21.07.2022 21.07.2022 Rural School Back Up July 15.07.2022 15.07.2022 July 22.07.2022 22.07.2022 July 12.08.2022 12.08.2022
Head of Finance Executive Head Teacher Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End

Head Teacher Dame Tipping Head Teacher Dame Tipping Head Teacher Dame Tipping Head Teacher Dame Tipping
Head of School Roxwell Head Teacher Roxwell Head Teacher Roxwell Head Teacher Roxwell
Head of School Margaretting Head of School Margaretting Head of School Margaretting Head of School Margaretting

Aug 15.08.2022 15.08.2022 Aug 01.09.2022 01.09.2022 Aug 12.09.2022 12.09.2022
Head of Finance Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End Head of Finance Ass. Head Teacher Ford End

Head Teacher Dame Tipping Head Teacher Dame Tipping Head Teacher Dame Tipping
Head Teacher Roxwell Head Teacher Roxwell Head Teacher Roxwell
Head of School Margaretting Head of School Margaretting Head of School Margaretting



BENHURST PRIMARY SCHOOL BACS SCHEDULE

Month End Purchase Bacs Payroll
Other Payroll Payments Inc 

Pensions HMRC
Oct 01.11.2021 01.11.2021 Oct 18.10.2021 18.10.2021 Oct 01.11.2021 01.11.2021 Oct 12.11.2021 12.11.2021

Head Teacher Deputy Head Teacher Head Teacher  Deputy Head Teacher Head Teacher Deputy Head Teacher Head Teacher Deputy Head Teacher
Nov 25.11.2021 25.11.2021 Nov 15.11.2021 15.11.2021 Nov 01.12.2021 01.12.2021 Nov 13.12.2021 13.12.2021

Head Teacher Deputy Head Teacher Head Teacher Deputy Head Teacher Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher 
Dec 16.12.2021 16.12.2021 Dec 15.12.2021 15.12.2021 Dec 17.12.2021 17.12.2021 Dec 12.01.2022 12.01.2022

Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher 
Jan 26.01.2022 26.01.2022 Jan 17.01.2022 17.01.2022 Jan 01.02.2022 01.02.2022 Jan 14.02.2022 14.02.2022

Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher 
Feb 23.02.2022 23.02.2022 Feb 15.02.2022 15.02.2022 Feb 01.03.2022 01.03.2022 Feb 14.03.2022 14.03.2022

Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher 
Mar 28.03.2022 28.03.2022 Mar 14.03.2022 14.03.2022 Mar 01.04.2022 01.04.2022 Mar 15.04.2022 15.04.2022

Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher 
Apr 26.04.2022 26.04.2022 Apr 08.04.2022 08.04.2022 Apr 02.05.2022 02.05.2022 Apr 12.05.2022 12.05.2022

Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher 
May 26.05.2022 26.05.2022 May 16.05.2022 16.05.2022 May 27.05.2022 27.05.2022 May 13.06.2022 13.06.2022

Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher 
June 27.06.2022 27.06.2022 June 15.06.2022 15.06.2022 June 01.07.2022 01.07.2022 June 13.07.2022 13.07.2022

Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher 
July 21.07.2022 21.07.2022 July 15.07.2022 15.07.2022 July 22.07.2022 22.07.2022 July 12.08.2022 12.08.2022

Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher 
Aug 15.08.2022 15.08.2022 Aug 01.09.2022 01.09.2022 Aug 12.09.2022 12.09.2022

Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher  Head Teacher Deputy Head Teacher 



THE FRANCES BARDSLEY ACADEMY FOR GIRLS, LIFE MAT & THE BRIDGE ‐  BACS SCHEDULE

Month End Purchase Bacs Payroll
Other Payroll Payments Inc 

Pensions HMRC
Oct 01.11.2021 01.11.2021 Oct 18.10.2021 18.10.2021 Oct 01.11.2021 01.11.2021 Oct 12.11.2021 12.11.2021

Head of Finance Ass. Head Teacher  Head of Finance Headteacher Head of Finance Headteacher Head of Finance Headteacher
Nov 25.11.2021 25.11.2021 Nov 15.11.2021 15.11.2021 Nov 01.12.2021 01.12.2021 Nov 13.12.2021 13.12.2021

Head of Finance Ass. Head Teacher  Head of Finance Headteacher Head of Finance Headteacher Head of Finance Headteacher
Dec 16.12.2021 16.12.2021 Dec 15.12.2021 15.12.2021 Dec 17.12.2021 17.12.2021 Dec 12.01.2022 12.01.2022

Head of Finance Headteacher  Head of Finance Headteacher Head of Finance Headteacher Head of Finance Headteacher
Jan 26.01.2022 26.01.2022 Jan 17.01.2022 17.01.2022 Jan 01.02.2022 01.02.2022 Jan 14.02.2022 14.02.2022

Head of Finance Headteacher Head of Finance Headteacher Head of Finance Headteacher Head of Finance Headteacher
Feb 23.02.2022 23.02.2022 Feb 15.02.2022 15.02.2022 Feb 01.03.2022 01.03.2022 Feb 14.03.2022 14.03.2022

Head of Finance Ass. Head Teacher  Head of Finance Headteacher Head of Finance Headteacher Head of Finance Headteacher
Mar 28.03.2022 28.03.2022 Mar 14.03.2022 14.03.2022 Mar 01.04.2022 01.04.2022 Mar 15.04.2022 15.04.2022

Head of Finance Ass. Head Teacher  Head of Finance Headteacher Head of Finance Headteacher Head of Finance Headteacher
Apr 26.04.2022 26.04.2022 Apr 08.04.2022 08.04.2022 Apr 02.05.2022 02.05.2022 Apr 12.05.2022 12.05.2022

Head of Finance Headteacher  Head of Finance Headteacher Head of Finance Headteacher Head of Finance Headteacher
May 26.05.2022 26.05.2022 May 16.05.2022 16.05.2022 May 27.05.2022 27.05.2022 May 13.06.2022 13.06.2022

Head of Finance Headteacher Head of Finance Headteacher Head of Finance Headteacher Head of Finance Headteacher
June 27.06.2022 27.06.2022 June 15.06.2022 15.06.2022 June 01.07.2022 01.07.2022 June 13.07.2022 13.07.2022

Head of Finance Ass. Head Teacher  Head of Finance Headteacher Head of Finance Headteacher Head of Finance Headteacher
July 21.07.2022 21.07.2022 July 15.07.2022 15.07.2022 July 22.07.2022 22.07.2022 July 12.08.2022 12.08.2022

Head of Finance Headteacher  Head of Finance Headteacher Head of Finance Headteacher Head of Finance Headteacher
Aug 15.08.2022 15.08.2022 Aug 01.09.2022 01.09.2022 Aug 12.09.2022 12.09.2022

Head of Finance Headteacher Head of Finance Headteacher Head of Finance Headteacher



PAYROLL CHECKLIST - MONTH OCTOBER 2021 

FBA LIFE BRIDGE BENHURST ROXWELL MARGARETTING DAME TIPPING FORD END 
PAY DATE 21/10/21 21/10/21 21/10/21 29/10/21 26/10/21 26/10/21 29/10/21 26/10/21 
IMPORT P6, P9, SL1 & SL2 
UPDATES 

LH LH LH LH LH LH LH LH 

UPDATE PENSION STATUS (CHECK 
OPTED OUT STATUS) 

LH LH LH LH LH LH LH LH 

OVERTIME / MILEAGE LH LH LH LH LH LH LH LH 
MATERNITY LH LH LH LH LH LH LH LH 
SICKNESS LH LH LH LH LH LH LH LH 
CALCULATION LH LH LH LH LH LH LH LH 
EXCEPTION REPORTS LH LH LH LH LH LH LH LH 
NET PAY REPORT LH LH LH LH LH LH LH LH 
PAYROLL APPROVAL TM TM TM TM TM TM TM TM 
BACS-NET PAY 21/10/21 21/10/21 21/10/21 29/10/21 26/10/21 26/10/21 29/10/21 26/10/21 
PAYSLIPS LH LH LH LH LH LH LH LH 
FULL PAYMENT SUBMISSION LH LH LH LH LH LH LH LH 
SUSPENSE CHECK LH LH LH LH LH LH LH LH 
CONTROL ERROR CHECK LH LH LH LH LH LH LH LH 
PAYROLL JOURNAL / PERIOD END LH LH LH LH LH LH LH LH 
YEAR END N/A N/A N/A N/A N/A N/A N/A N/A 
JOURNAL CHECK LH LH LH LH LH LH LH LH 
EMPLOYER PAYMENT SUMMARY LH LH LH LH LH LH LH LH 
TPA MDC / MONTHLY SUMMARY LH LH LH LH LH LH LH LH 
P45’S LH N/A N/A N/A N/A N/A LH N/A 
RESET P45 FLAG LH LH LH LH LH LH LH LH 
TPS & LGPS REPORTS LH LH LH LH LH LH LH LH 
BACS-HMRC 
BACS-TEACHERS' PENSIONS 

BACS-LOCAL GOV'T PENSIONS  
BACS-OTHER 

RECONCILE CONTROL 

COMPLETED…………LH……………………………. 

AUTHORISED…………TM…- 27/10/2021………………….. 



Pay period
Input due to LIFE 
(Payroll Officer)

Payroll draft 
reports for 
checking

Confirmation of 
payroll by 5pm

Latest BACS 
due to be 

sent

Employee 
Pay Date

Latest BACS 
due to be 

sent

Employee 
Pay Date

Latest BACS 
due to be 

sent

Employee 
Pay Date

Latest BACS 
due to be 

sent

Employee 
Pay Date

Latest BACS 
due to be 

sent

Employee 
Pay Date

Latest BACS 
due to be 

sent

Employee 
Pay Date

September 03/09/2021 10/09/2021 15/09/2021 17/09/2021 21/09/2021 28/09/2021 30/09/2021 28/09/2021 30/09/2021 22/09/2022 24/09/2022 22/09/2022 24/09/2022 22/09/2022 24/09/2022

October 05/10/2021 11/10/2021 15/10/2021 19/10/2021 21/10/2021 27/10/2021 29/10/2021 27/10/2021 29/10/2021 22/10/2022 26/10/2021 22/10/2022 26/10/2021 22/10/2022 26/10/2021

November 05/11/20/21 10/11/2021 15/11/2021 17/11/2021 19/11/2021 26/11/2021 30/11/2021 26/11/2021 30/11/2021 24/11/2021 26/11/2021 24/11/2021 26/11/2021 24/11/2021 26/11/2021

December 03/12/2021 10/12/2021 15/12/2021 17/12/2021 21/12/2021 29/12/2021 31/12/2021 29/12/2021 31/12/2021 22/12/2021 24/12/2021 22/12/2021 24/12/2021 22/12/2021 24/12/2021

January 05/01/2022 10/01/2022 14/01/2022 19/01/2022 21/01/2022 27/01/2022 31/01/2022 27/01/2022 31/01/2022 24/01/2022 26/01/2022 24/01/2022 26/01/2022 24/01/2022 26/01/2022

February 04/02/2022 10/02/2022 15/02/2022 17/02/2022 21/02/2022 24/02/2022 28/02/2022 24/02/2022 28/02/2022 24/02/2022 28/02/2022 24/02/2022 28/02/2022 24/02/2022 28/02/2022

March 04/03/2022 10/03/2022 15/03/2022 17/03/2022 21/03/2022 29/03/2022 31/03/2022 29/03/2022 31/03/2022 23/03/2022 25/03/2022 23/03/2022 25/03/2022 23/03/2022 25/03/2022

April 05/04/2022 11/04/2022 14/04/2022 19/04/2022 21/04/2022 27/04/2022 29/04/2022 27/04/2022 29/04/2022 22/04/2022 26/04/2022 22/04/2022 26/04/2022 22/04/2022 26/04/2022

May 05/05/2022 10/05/2022 13/05/2022 19/05/2022 21/05/2022 26/05/2022 31/05/2022 26/05/2022 31/05/2022 24/05/2022 26/05/2022 24/05/2022 26/05/2022 24/05/2022 26/05/2022

June 03/06/2022 10/06/2022 15/06/2022 17/06/2022 21/06/2022 28/06/2022 30/06/2022 28/06/2022 30/06/2022 22/06/2022 24/06/2022 22/06/2022 24/06/2022 22/06/2022 24/06/2022

July 05/07/2022 11/07/2022 15/07/2022 19/07/2022 21/07/2022 27/07/2022 29/07/2022 27/07/2022 29/07/2022 22/07/2022 26/07/2022 22/07/2022 26/07/2022 22/07/2022 26/07/2022

August 05/08/2022 10/08/2022 15/08/2022 17/08/2022 19/08/2022 26/08/2022 31/08/2022 26/08/2022 31/08/2022 24/08/2022 26/08/2022 24/08/2022 26/08/2022 24/08/2022 26/08/2022

LIFE Education Trust Payroll Timetable & Deadlines 2021/22 
FBA, LIFE, BRIDGE Benhurst Dame Tipping Ford End Margaretting Roxwell

APPENDIX 10 - ACADEMY TRUST HANDBOOK

https://assets.publishing.service.gov.uk/media/60c8d0318fa8f57ce8c4621e/Academy_trust_handbook_2021.pdf
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KEY DEFINITIONS USED IN THIS POLICY: 
 

The Trust LIFE Education Trust 
The Board/Directors/Trust Board The Board of Directors of LIFE Education Trust 
School/Trust school An Academy or school within LIFE Education 

Trust 
Staff All staff employed by LIFE Education Trust and 

working with academies, schools or units within LIFE 
Education Trust 

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

 
1.0 Purpose and Scope 

  

1.1 At LIFE we recognise that flexible working can lead to improved performance and 
productivity by enabling employees to strike a better balance between their work and 
home responsibilities. We see flexible working in its broadest sense rather than the 
more narrow traditional legal definition and have created a Flexible Working Statement 
which outlines this intention.     

  

1.2 As an employer we realise that all employees have certain legal rights to request 
flexible working so that permanent changes are made to their working patterns.  These 
rights come into being if they have worked continuously with us as an employer for 26 
weeks. Under the legal regulations, employees can only make one statutory request in 
any 12 month period, except for requests that are linked to a disability. 

  

1.3 Requests for temporary and ad-hoc changes which do not fall into the legal definition of 
flexible working but which are nevertheless extremely valuable arrangements for staff 
will be considered in line with our Flexible Working statement.   

  

1.4 This policy applies to all of our LIFE employees. It does not apply to agency staff, 
consultants, casual workers and external secondees working for any of our schools or 
the central Trust or for employees who make non-statutory requests for flexible 
working. 

  

1.5 This policy does not form part of any individual employee’s contract of employment with 
the School. 

  

2.0 Principles for dealing with formal requests for permanent changes 

  

2.1 A request for flexible working can only be refused if there is a reason for doing so (see 
Section 6.5) which would be reached by weighing up the benefits for the employee and 
the School against any potential adverse impact. 

  

2.2 All requests for permanent changes must be submitted formally and will be dealt with 
within a period of three months from first receipt to notification of appeal.  
Informal requests will be dealt with as quickly as possible and usually within three 
working weeks. 

  

2.3 Term time working staff and non-leadership teaching staff seeking permanent changes 
will be asked for their consent to not include school closure dates as part of the three 
month period. 
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2.4 At all stages of the policy, where specified personnel are designated to handle different 
stages, the Trust reserves the right to reasonably substitute alternative personnel in 
cases of non-availability or where otherwise considered appropriate. 

  

2.5 The employee will have the right to be accompanied at all formal meetings and any 
appeal hearings by a trade union representative or a work place colleague. It is the 
employee's responsibility to make such arrangements and to supply copies of all 
relevant information and documentation. Wherever possible, if the representative is a 
workplace colleague they will be granted paid time off work to accompany the 
employee when necessary to do so. 

  

2.6 The right to representation at formal meetings does not extend to a right of a 
representative of the employee’s choice. In the circumstances where the employee will 
not be able to have their first choice present, they would need to either accept any 
representative who is available to accompany them to the meeting, as provided by their 
trade union, or find another workplace colleague. 

  

2.7 Due to the time constraints of the academic year and, where appropriate, governor 
availability, the Trust reserves the right to stipulate the date for any re-arranged 
meetings. 

  

2.8 At all formal meetings, there may also be a Trust HR Representative and/or note taker 
present. 

  

3.0 The Flexible Working Options 

  

3.1 Whilst this policy considers the following options, the Trust recognises that there may 
be alternatives, and the working pattern requested by an employee could be a unique 
one involving a combination of the following options: 

  

3.1.1 Annualised Hours. 

3.1.1.1 The employee’s contractual working hours are expressed as the total number of hours 
to be worked over the year. 

3.1.2 Compressed Hours  

3.1.2.1 The employee works their total number of contractual hours over fewer working days. 
Usually this will be a 5 day week compressed into 4 days or a 10 day fortnight into 9 
days. 

3.1.3 Remote working  

3.1.3.1 The employee regularly carries out all, or part of, their duties from home or another 
location rather than on School premises. 

3.1.4 Job Sharing 

3.1.4.1 Two part-time employees share the responsibility of one position. 

3.1.5 Reduced Hours Working 

3.1.5.1 The employee works fewer hours than originally contracted for and/or converts from all 
year round to term time working. 

3.1.6 Varying Starting and Finishing Times 

3.1.6.1 This allows the employee flexibility of their working hours at the beginning and/or at the 
end of a day or shift whilst still working their normal hours. 

3.1.7 Voluntary Reduced Working Time 

3.1.7.1 This allows the employee to work reduced hours for a certain period of time with a 
return to full time hours at the end of this period. 
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3.2 Although the Trust is committed to providing a range of appropriate working patterns, it 
is nevertheless recognised that not all flexible working options, including those above, 
will be appropriate for all Trust roles. 

  

4.0 Submitting a Flexible Working Request 

  

4.1 All requests for permanent changes must be formally submitted and must include all of 
the following: 

  

4.1.1 The date of the application. 

4.1.2 A statement that this is a statutory request. 

4.1.3 The changes that the employee is seeking to their terms and conditions. 

4.1.4 The date on which the employee would like the changes to their terms and conditions 
to come into effect. 

4.1.5 What effect the employee thinks the requested changes would have on the School. 

4.1.6 How in their opinion any such effect might be dealt with. 

4.1.7 Whether or not the employee has made a previous application for flexible working and 
if so when. 

  

4.2 Where a request is being made by a disabled employee for an adjustment to their 
working arrangements, then this must also be included in their submission. 

5.0 Considering a Flexible Working Request 

  

5.1 Upon receiving a request for flexible working the Trust representatives will arrange a 
meeting with the employee to discuss the request to: 

  

5.1.1 Find out more about the proposed working arrangements. 

5.1.2 How it could be of benefit to both the employee and the School. 

  

5.2 Any meeting arranged will be held within 28 calendar days of the School and Trust 
being formally notified of the request, unless otherwise agreed.  

  

5.3 The employee will be given a minimum of 7 calendar days’ notice of the time, date and 
place of the meeting. If this date is problematic then one further date will be proposed.  

  

5.4 If the employee fails to attend both meetings without good reason their application will 
be deemed to have been withdrawn. No further applications could then be made until 
12 months after the date the application was received. 

  

5.5 The Trust, usually through its school based representative, will consider the proposed 
flexible working request, taking into full account the potential benefits and adverse 
effects to the employee and the School in implementing the proposed changes. Each 
case should be considered on its own merits and agreeing to one request will not set a 
precedent or create a right for another employee to be granted a similar change to their 
own working pattern. 

  

6.0 Responding to a Flexible Working Request 

  

6.1 The employee will be formally notified of the Trust’s decision as soon as is reasonably 
practicable but no later than 14 calendar days after the meeting was held. 

  

6.2 Where a request is approved without the need for a meeting, the employee will be 
formally notified of this decision within 28 calendar days of receipt of their flexible 
working request. 
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6.3 These time limits may be extended with the agreement of both the employee and the 
Trust. 

  

6.4 The request may be granted in full, in part or refused.  

  

6.5 For the request to be rejected either in part or in full, it must be for one or more of the 
following reasons: 

  

6.5.1 Burden of additional costs. 

6.5.2 Detrimental impact on performance, quality or on the ability to meet the needs of the 
pupils.  

6.5.3 Inability to reorganise work among existing staff. 

6.5.4 Inability to recruit additional staff. 

6.5.5 Insufficient work for the periods the employee proposes to work. 

6.5.6 Planned organisational change within the School. 

  

6.6 The request may be granted in part by deciding on one or more of the following 
options: 

  

6.6.1 To propose a modified version of the request. 

6.6.2 To grant the request on a temporary basis. 

6.6.3 For the request to be placed on a trial period. 

6.6.4 To defer implementing the request until certain conditions are met. 

  

6.7 If the request is agreed in full, the School will discuss how and when the changes will 
take effect. Any changes to the employee’s terms and conditions will be formally 
notified to the employee as soon as is reasonably practicable. 

  

7.0 Right to Appeal 

  

7.1 The employee has the right to appeal the decision if their request is either refused or 
only agreed in part, within 5 working days of being notified of that decision. 

  

7.2 The appeal should be heard within 20 working days from receipt of the appeal by a 
Panel which will not include any members who were involved in the proceedings prior 
to the appeal. 

  

7.3 The employee will be given 5 working days’ notice of the time, date and place of the 
appeal hearing. If this date is problematic then one further date will be proposed.  

  

7.4 These time limits may be extended with the agreement of both the employee and the 
Trust. 

  

7.5 If the employee fails to attend both the first and the rearranged hearings without good 
reason in either case, they will be deemed to have withdrawn their appeal. 

  

7.6 At the conclusion of the appeal, the decision will be to either uphold the appeal or the 
original decision.  

  

7.7 The employee will be formally notified of the outcome and the reasons for it.  

  

7.8 The decision of any appeal is final. 
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As the overall employer, the LIFE Education Trust has established a single  

Pay Policy which operates across all academies in the Trust.  

  
The policy identifies the arrangements in terms of the levels of decision making which will be 

held by the Trust Board, the CEO, Headteachers and Local Governing Bodies.  

   
The Trust is operating under Teachers’ and Local Government Pay, Terms & Conditions. This 

policy is based substantially on the Essex Model Policy for Multi Academy Trusts.  
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1.  Introduction    

      

1.1  This Policy sets out the framework for making decisions on staff pay.    

      

1.2  Staff pay is affected by national and local pay agreements, which give 
Trust Boards significant flexibility to determine pay levels to meet local 
circumstances. The Policy will be reviewed annually, in consultation with 
staff and unions.  

  

      

1.3  The objective of the policy is to:  

• ensure that pay and staffing arrangements enable the current and 
future delivery the curriculum and school improvement plans;  

• support the recruitment and retention of high quality staff;  
• recognise and reward staff for their contribution to school 

improvement;  

• ensure that pay decisions are made in a fair and transparent way;  
ensure that available monies are allocated appropriately.  

  

      

2.  Roles and Responsibilities    

  This Policy applies 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.  

  

2.1  Individual roles and responsibilities are as set out in this Policy.  
  
A Trust Pay and Personnel Committee has been established  

  
Pay Appeals will be heard by a Pay Appeals Committee 
established as required from members of the Trust Board.  

  
The terms of reference for the Committees are at Appendix A.  

  

      

2.1.1  Trustees and Governors will not make judgements about the 
effectiveness of individual staff. Their role is to satisfy themselves 
that any recommendation/decision has been made on the basis of 
evidence and in accordance with the Policy, and that correct 
procedures have been followed.  

  
The Trust will monitor the effectiveness of the Performance 
Management process and ensure that the allocation of pay is 
consistent with the overall standards of performance and the 
outcomes for students.  
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2.2  Performance Management Appraisal 
Performance Management is a developmental and supportive process 
designed to ensure that staff have the skills and support they need to 
carry out their role and that they continue to improve their professional 
practice throughout their careers. Performance management reviewers 
will be responsible for the performance management process, in 
accordance with the Performance Management Policy.  Performance 
Management objectives will be moderated across the Trust to ensure 
consistency and fairness in pay decisions.  The Performance 
Management Review Statement will include a pay recommendation 
which will be made by:  

• The PM reviewer/Headteacher for support staff  
• The PM reviewer/Headteacher for teaching staff  
• The Headteacher* for Upper Pay Range and Leadership Range 
        teachers 
• The CEO for Headteachers   
• The CEO Performance Management Review Panel for the CEO  

    

      

2.2.1  Application for the Upper Pay Range  
The Headteacher will assess applications from teachers to be paid on 
the Upper Pay Range in accordance with this policy and will make a 
recommendation to the Pay and Personnel Committee on whether the 
teacher should progress to the Upper Pay Range.  

  

      

2.3  Staffing Structure  
The Pay and Personnel Committee in collaboration with the Trust 
will, having regard to the advice and recommendation of the 
Headteacher and CEO, determine, monitor and review staffing 
structures. The staffing structure sets out the number and pay 
ranges for all posts within the individual Academies/the Trust and 
is at Appendix D.  

  

      

2.4  CEO  
The Pay and Personnel Committee will be responsible for  
determining the pay range and starting salary of the CEO. The 
CEO Performance Management Review Panel will be 
responsible for making pay progression recommendations for 
headteachers.  
Such recommendations will be ratified by the Pay and 
Personnel Committee  

  

      

  Headteachers  
The Pay and Personnel Committee will be responsible for determining 
the pay range and starting salary of headteachers. The Headteachers’ 
Performance Management Review Panel will be responsible for making 
pay progression recommendations for headteachers.  
Such recommendations will be ratified by the Pay and Personnel 
Committee.  
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2.5  Other Leadership Group and Lead Practitioners  
The Local Governing Body will be responsible for recommending 
the pay range and starting salary for employees on the 
Leadership and  
Lead Practitioner Pay Ranges (excluding the headteacher) The 
Headteacher will be responsible for making pay progression 
recommendations for employees on the Leadership and Lead 
Practitioner Pay Ranges (excluding the headteacher). Such 
recommendations will be reviewed and further recommended by 
the CEO and ratified by the Pay and Personnel Committee.  

  

      

2.6  Other teachers  
The Headteacher will be responsible for determining the 
pay range and starting salary, and for making pay 
progression recommendations to the CEO, for teachers on 
the Unqualified, Main and Upper Pay Ranges. Such 
recommendations will be reviewed and further 
recommended by the CEO and ratified by the Pay and 
Personnel Committee.  

  

      

2.7  Support Staff  
The Headteacher will be responsible for determining the pay range and 
starting salary, and for making pay progression decisions to the CEO, for 
all support staff. Such recommendations will be reviewed and further 
recommended by the CEO and ratified by the Pay and Personnel 
Committee.  

  

      

2.8  Central Trust Staff  
The CEO will be responsible for determining the pay range and 
starting salary, and for making pay progression decisions, for centrally 
employed staff. Such decisions will be reported to the Pay and 
Personnel  
Committee. Central trust staff may be employed on fixed salaries 
or may be given fixed allowances in addition to substantive salaries 
paid for work in individual schools.  

  

      

2.9  Trust Executive Staff  
Trust Executive staff may have certain agreed targets, which are subject 
to additional payments but will be non-pensionable. These will never be 
more than 6% of their total agreed annual salary and allowances from 
the Trust.  

  

      

3.  Pay Timetable    

   
   

  

   

   

Date  External  Internal  

April  Inflationary Pay Award for 
support staff  

Complete PM review 
for support staff.  

  Pay Progression 
decision effective 
for support staff  

September  Inflationary Pay Award 
for teachers  

Pay Progression 
decision 
effective 
for 
teachers  
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  Budget Set      

  

Sept/Oct    Complete 
PM review 
for 
teachers  

31 October  
(last day of half term)  

  Notify teachers of 
annual  
pay  
review decision  

 31 Dec. (last day of 
term)  

  Notify  
headteacher of 
annual pay review 
decision  

  

      

3.1  Setting and Reviewing Pay  
Salaries will be determined only in the circumstances set out below.  

  

      

3.1.1  An individual salary range and starting salary will be determined 
where a new appointment is made, in accordance with the relevant 
sections of this Policy with the exception of those situations identified 
in 2.9  

  

      

3.1.2  The salary of individual posts will be reviewed at such times as 
appropriate where there are significant changes in the responsibilities 
or duties of the post which warrant such a review.  

  

      

3.1.3  The salary of individual posts may be reviewed where, the setting of a 
salary for a new appointment, or a change of salary in the circumstance 
set out in 9.1.1, makes such a review necessary to maintain 
consistency and fairness. The salary, within the established range, of 
individual staff will be reviewed annually on or after:   1 
September, but no later than 31 October (teachers)  

 1 September, but no later than 31 December 
(headteachers/CEO)  1 April (support staff)  

  

      

3.2  Inflationary increases – Teachers’ and Leadership Pay Ranges  
The Trust will ensure that the values of the minimum point of each pay 
range in this Policy are in line with the minimum of the corresponding 
ranges set out in the Teachers’ Pay and Conditions Document. The 
values of points on the scales above the minimum will be determined 
annually by the Pay and Personnel Committee. In making its 
determination the Pay and Personnel Committee will have regard to any 
national pay award and any requirements set out in Teachers’ Pay and 
Conditions  

  

  

      

3.2.1  The salaries of individual teachers will increase accordingly    
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3.2.2  Inflationary increases – Teacher Allowances  
The minimum values of TLR1, TLR2 and the SEN Allowance payable to 
individual teachers will be increased in line with the minimum of the 
corresponding Allowances set out in the Teachers’ Pay and Conditions 
Document. The values of Allowances in excess of the minimum will be 
determined annually by the Pay and Personnel Committee. In making its 
determination the Pay and Personnel Committee will have regard to any 
national pay award and any requirements set out in Teachers’ Pay and 
Conditions.  

  
The Pay and Personnel Committee will determine the values of all 
other allowances and discretionary payments payable to individual 
teachers on an annual basis.  

  

      

3.2.3  Support Staff  
The values of the salary points on the Local Government Pay Scale and 
the values of other salaries will be determined annually by the Pay and 
Personnel Committee. In making its determination the Pay and Personnel 
Committee will have regard to any national pay rates.  

  
Support staff pay ranges for all schools can be found in the 
Appendices  

  

      

3.3  All staff will be informed in writing of their pay determination and the 
rationale for it with each year according to the Pay Timetable and at any 
other time when a salary review takes place.  

  

      

4.  Teachers Pay    

      

4.1  Qualified teachers will be paid on the Main Pay Range or the 
Upper Pay Range.  

The Pay Ranges in this Trust have been divided into progression stages.  
Teachers on the Main Pay Range will be paid on the six-point* scale on 
the Main Pay Range for Out London Schools and an eleven point scale 
for Essex schools  
Teachers on the Upper Pay Range will be paid on the three-point scale 
for outer London schools and a five-point scale for Essex schools.  
   

  

  There will be an automatic progression on the Main Pay Range for staff 
who have fulfilled the Teacher Standards, unless they are subject to 
informal or formal capability.  
Main pay ranges and upper pay ranges can be found for all schools in the 
Appendices  

  

4.2  Unqualified Teachers will normally be paid on the Unqualified Pay 
Range.  

The Pay Range for Unqualified teachers in this Trust has been divided 
into progression stages.  
Unqualified Teacher pay ranges can be found for all schools in the 
Appendices  
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4.3  Where a Lead Practitioner post(s) is (are) included in the Staffing  
Structure, each Lead Practitioner will be paid within a specified range, 
within the Pay Range for Lead Practitioners.  

• In setting the specified Range, the number and value of 
performance pay progression stages within that range will also be 
determined.  

• Different Lead Practitioner posts may have a different specified 
range, having regard to the challenge of the individual post and 
pay differentials within the Trust  

  

      

5.  Pay on Appointment    

5.1  The salaries of new staff will be set within the Pay Range for the post  
as set out in the Staffing Structure and in accordance with this pay policy. 
In determining the starting salaries for individual staff, including the award 
of any discretionary payments as allowed for within this policy, account 
will be taken of;  

• the skills, experience and relevant qualifications of the individual;  
• market conditions;  
• any specific restrictions set out in the Teachers’ Pay &  
• Conditions Document;  
• the employee’s current salary level;  

  
Newly Qualified Teachers in their first year will normally be paid on the 
minimum of the Main Pay Range.  
 
There is no assumption that an employee will be paid the same rate they 
were being paid by a previous employer.  

  

      

6.  Pay Progression Based on Performance    

  Teachers on the Main, Unqualified, Upper and Lead 
Practitioner Pay Ranges  

  

      

6.1  Decisions regarding annual pay progression within the relevant ranges 
set out in 4.1-4.3 above will be made with reference to teachers’ 
performance management statements and the pay recommendation they 
contain. In the case of Newly Qualified Teachers, whose appraisal 
arrangements are different, pay decisions will be made by means of the 
statutory induction process.  
The Trust expects all teachers to perform at the highest possible level and 
to continue to improve their professional practice year on year.  
Performance Management objectives will be progressive and 
developmental, thereby ensuring that good performance is rewarded 
and that good teachers have the opportunity over a number of years, 
to progress to the maximum of their respective pay range.  
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6.2  Decisions on performance pay progression will be based on an 
assessment of the overall performance of the teacher.  
A teacher will be eligible for annual (biennial for Upper Pay Range) 
performance pay progression where they:  

1) have been assessed as meeting all of the teaching standards, 
throughout the assessment period;  

2) have had their teaching assessed as at least good overall 
during the 
assessment period;  

 Upper Pay Range teachers will be expected to demonstrate 
increasing levels of outstanding teaching overall  

 Lead Practitioners will be expected to demonstrate 
outstanding teaching overall  

3) have been assessed as meeting the requirements of their job 
description/job role;  

4) meet their individual performance management objectives; 
Consideration will be given where factors beyond the teacher’s 
control have impacted on their ability to meet objectives;  

5) have demonstrated a personal responsibility for identifying and 
meeting their CPD needs.  

  
The evidence which will be considered in assessing performance will 

include:  

• pupil progress data;  

• quality of teaching against the Teaching Standards, including 

observed practice;  

• self-assessment;  

• professional dialogue;  

• received feedback;  

• performance management statements;  

• CPD records;  

• parental feedback;  student work;  

• teacher planning.  

  

   And in the case of Upper Pay Range teacher and Lead Practitioners, 
evidence of their contribution beyond their own classroom and their 
impact on the wider Academy and/or Trust.  
  

Where a teacher has been absent for some or all of the assessment 

period, an assessment will be based on performance during any 

periods of attendance and/or prior performance.  

  

      

6.3  Decision to progress  

Where all of the performance pay progression criteria set out in 6.2 
above are met, the teacher will move up to the next Performance Pay  
Progression Stage. (Progression is biennial in the case of Upper Pay 
Range) Discretion will be applied where not all performance  
management objectives have been fully met, but significant progress has 
been made.  

  

Where a teacher’s performance has been of sustained high quality, 

exceeding school expectations at that level, the Pay and Personnel 

Committee may, on the Headteacher’s recommendation award 

accelerated progression (of up to two increments).  
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6.4  Decision not to progress  

Where the performance pay progression criteria in 6.2 are not met, the 

teacher will not receive any performance pay progression. A decision not 

to award performance pay progression may be made without recourse to 

capability procedures. However, teachers who fail to meet the minimum 

teaching standards and/or who consistently fail to improve their practice 

or to sustain the expected level of performance for their pay level, may 

be subject to these procedures.  

  

Where a decision not to progress is made, the teacher will be supported 

through the performance management process to improve their 

performance.  

  

      

7.  Movement to The Upper Pay Range    

      

7.1  Any qualified teacher on the Main Pay Range may apply to be paid on 
the Upper Pay Range once per year. It is the responsibility of the 
teacher to decide whether or not they wish to submit an application. 
Applications must:  

• be made on the appropriate application and submitted to the 
headteacher;  

• be submitted by 31 October* in each year (consideration will be 
given to accepting late applications where individual  

• circumstances eg absence prevent this deadline being met).  
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7.2  The Criteria  
An application will be successful, if:  

• the teacher has been assessed as being highly competent in 
all elements of the teaching standards; and,  

• the teacher’s achievements and contribution to the 
Academy/Trust are substantial and sustained.  

  
In this Trust, this means that the teacher has consistently  

• demonstrated that they meet all teaching standards, both in 
terms of teaching and personal and professional conduct, over 
a sustained period:  

• been assessed as meeting their performance management 
objectives over a sustained period;  

  
and in addition that;  

• teaching has been rated as good overall, with some 
outstanding, over a sustained period;  

• the teacher has demonstrated over a sustained period an 
ability to support some pupils to exceed expected levels of 
progress/achievement;  

• the teacher has consistently taken responsibility for identifying 
and meeting their own professional development needs and 
used their learning to improve their own practice and pupils’ 
learning;  

• the teacher has demonstrated that they have made an impact 
on the school beyond their own class/group(s) over a 
sustained period. This may include:  

• demonstrating an ability to coach, mentor, advise and  
• demonstrate best practice to, other teachers to enable them to 

improve their teaching practice;  
• contributing to policy and practice which has improved 

teaching and learning across the academy/Trust;  
  
Sustained means maintained continuously over a period of at least 3 
years (a year being defined as at least 26 weeks work in any 
academic year). It is normally expected that this will include at least 
one year within this Trust, although discretion will be exercised where 
there is clear and compelling evidence of consistent performance 
against the criteria with the teacher’s previous employer.  
  
The Trust will exercise its discretion to consider performance over 
a lesser period where a teacher has been absent for some of the 
relevant period.  
  
The Trust Board would expect staff to have taught for a minimum of 
six years and been on the maximum of the mainscale for two years 
before applying for UPR1 in order to show the expected progress and 
competences although in exceptional circumstances applicants may 
be considered at an earlier stage,  
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7.3  The Assessment  
The Headteacher will assess all applications to be paid on the Upper 
Pay Range and make a recommendation.  

  
The Headteacher will use the evidence contained in the teachers’ 
performance management review paperwork to make their 
assessment.  
  
A teacher who has not been at the Trust for all of the 3 year 
assessment period, should provide their performance management 
review statement(s) from their previous employment with their 
application.  
  
A teacher may, if they wish, provide additional evidence to support 
their application, but is not obliged to do so.  

  

      

7.4  Procedure  
The Headteacher will discuss their recommendation with the teacher 
and the decision will be confirmed by the Pay and Personnel 
Committee by 31 December.  
  
Where the application is approved, the teacher will progress to the 
minimum of the Upper Pay Range backdated to the 1 September.   
  
Where the application is not successful, the Headteacher will provide 
feedback and the teacher will be provided with advice and support 
though the performance management process to develop their skills 
with a view to them making a future successful application.  
  
Teachers have the right to appeal any decision not to move them onto 
the Upper Pay Range. The appeals procedure is at section 21 of this 
policy.  

  

      

8.  Additional Allowances    

      

8.1  Teachers on the Main or Upper Pay Ranges may be paid an 
additional allowance as follows:  

  

      

8.1.1  Teaching and Learning Responsibility (TLR) Payments    

  There are 3 TLR levels: TLR1, TLR2 and TLR3  
  
TLRs may be awarded to teachers on the Main or Upper Pay Range. 
A teacher may not be in receipt of more than one TLR1 or TLR2 
concurrently.  
  
Posts which attract TLR1 and TLR2 Allowances, and the amount of 
those Allowances, are set out in the staffing structure (see Appendix 
D).  
  
TLR1 and TLR2 payments are permanent while the employee 
remains in the same post in the staffing structure.  
  
TLR3 Allowances are paid for a fixed-term period, for delivery of a 
significant responsibility in relation to a clearly time-limited school 
improvement or one-off externally driven project.  
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  The Headteacher will determine what projects should attract a TLR3 
Allowance and the value of those Allowances having regard to the 
context, nature and complexity of the responsibility.  
  
The Headteacher or CEO for the Trust will invite teachers to express 
interest in relevant projects and will allocate TLR3s on the basis of an 
assessment, through professional dialogue, of which teacher has the 
relevant skills and knowledge required for the specific project.  
  
In determining the allocation and value of TLR3 payments, due regard 
will be given to ensuring consistency, fairness, transparency and value 
for money.  
  
Where a TLR is awarded, written notification will be given to the 
teacher of:  

• the nature of the significant responsibility;  
• the level of the payment;  
• in the case of TLR3 the date on which the Allowance will end.  

  

  

  

      

8.1.2  Special Needs Allowances    

  There is one special needs allowance consisting of a 
minimum and maximum amount.  
  
The Trust will determine which posts will attract an SEN Allowance 
according to the criteria set out in the Teachers Pay & Conditions 
Document which relate to teaching SEN pupils, and the amount of the 
Allowance in each case. Such posts are as set out in the Staffing 
Structure (see Appendix D).  
  
Where a post attracts an SEN allowance the amount of the allowance 
will be determined in each case by reference to:  

• whether any mandatory qualification is required;  
• the qualification and/or expertise of the teacher relevant to the 

post;  

• the relative demands of the post.  
  
In determining the value of an SEN payment, due regard will be given 
to ensuring consistency, fairness and transparency.  

  

      

8.2  Unqualified Teacher Allowance    

  The Headteacher may determine that an additional Allowance be paid 
to an unqualified teacher who is paid on the Unqualified Teachers’ 
Pay Range where, in the context of its staffing structure, the teacher 
has:  

• taken on a sustained additional responsibility which is:  

 focussed on teaching and learning; and  

• requires the exercise of a teachers’ professional skills and 
judgement: or  

• qualifications or experience which bring added value to the role 
s/he is undertaking.  

  
The Headteacher will determine the amount of any such 
allowances having due regard to consistency, fairness and 
transparency.  
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8.3  Residential Allowance    

  Teachers in residential schools are subject to the terms of the Joint 
National Council for Teachers in Residential Establishments and 
may be awarded a Residential Allowance in accordance with those 
terms, as amended.  

  

      

9.  Leadership Group Pay    

      

9.1  The Pay Range for Leadership Posts is as set out in Appendix E and 
the Salary Range for the headdteachers will be determined as set out 
in 9.1.2 below and will consist of a range of 7 progression stages. 
The Salary Range for Deputy, Assistant Headteachers and members 
of leadership teams shall usually consist of 5 progression stages.  
The CEO will be paid a fixed allowance in addition to his/her 
substantive role as Headteacher. This allowance will take into account 
the size and complexity of the Trust. Annual appraisal targets will be  
set which will be linked to the Trust strategic development objectives. 
In accordance with 2.8, trust staff may be paid fixed salaries or fixed 
allowances in addition to their substantive salaries. These will be 
determined by the Pay and Personnel Committee.  

  

      

9.1.2  When determining the starting salary of a newly appointed member 
of the Leadership Group, consideration will be given to the extent to 
which the candidate meets the requirement of the post and whether 
this merits a starting salary higher than the minimum of the Range 
determined in Section 9.1.1. The starting salary will allow for 
performance progression over time.  

  

      

9.1.3  Progression within the Salary Range will be subject to the individual 
demonstrating a sustained high quality of performance having regard 
to  
the most recent review carried out under the Performance 
Management Policy.  
  
Determination of whether there has been “sustained high quality of 
performance” will be made in accordance with the criteria outlined in 
Appendix C of this Policy.  
  
Where it is determined that there has been a sustained high quality of 
performance, the employee will move up to the next Performance Pay 
Progression Stage.  
Where performance is considered to be exceptional, the decision may 
be to move the employee up two progression stages.  

  

      

9.1.4  Performance Progression is limited to the maximum of the Salary 
Range as determined in 9.1.1.  
Discretion will be applied where not all performance management 
objectives have been fully met, but significant progress has been 
made.  
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9.1.5  Where the employee’s performance is assessed as not being of a 
sustained high quality, there will not be any performance pay 
increase. A decision not to award a performance pay increase may 
be made without recourse to capability procedures. However, those 
who fail to meet the minimum standards and/or who consistently fail 
to improve their practice or to sustain the expected level of 
performance for their pay level, may be subject to these procedures.  
  
Where a decision not to progress is made, the employee will be 
supported through the performance management process to 
improve their performance.  

  

      

10.  Additional Payments to Teachers    

      

10.1  Temporary Payments to the Headteacher    

  The Pay and Personnel Committee may determine that an additional 
temporary payment be made to a Headteacher for clearly defined 
responsibilities or duties which are in addition to, and have not 
previously been taken into account in setting, the permanent Salary 
Range under 9.1.1.  
  
The total sum of any additional payments set out in this section (and 
in 9.1.1) will not exceed 25% of the value of the Headteacher’s point 
on the Leadership Pay Spine.  
  
Except where specified, the following payments may not be made to 
members of the Leadership Group. Where relevant, any additional 
payments must be made as part of their permanent Salary Range (as 
set out in 9.1.1 above) or as a temporary payment (as set out in 10.1 
above).  

  

      

10.2  Continuous professional development undertaken outside the 

school day  

  

  The Trust does not make payments for CPD outside of the school 
day.  

  

      

10.3  Activities related to the provision of initial teacher training (ITT)    

  The Trust does not make payments for ITT activities but staff may be 

reimbursed by organisations for which they deliver activities.  

  

        

10.4  Participation in out of school learning activities    

  Where a full or part time teacher undertakes tuition outside of the 
school day, they will be paid an out of school learning allowance 
payment to be determined by the Headteacher.  

  

      

10.5  Provision of services to another school(s)    
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     The Trust may authorise teachers, including Leadership Group, to 
undertake additional responsibilities and activities relating to the 
raising of standards in one or more other school/academy.  
  
Where such an agreement is authorised, the CEO will determine, 
what, if any, payment should be paid to the teacher and/or to other 
staff, in recognition of the associated additional responsibility and 
how much shall be retained by the Trust to cover associated costs 
such as administration or supply cover.  
  
Any payment to the Headteacher will be made under 10.1 of this 
Policy. Payments to other staff may include acting arrangements, 
temporary TLR3s or such other payment as are considered 
appropriate under TPCD.  
  
All such payments are temporary with no entitlement to safeguarding 
when they cease.  

  

      

10.6  Recruitment and Retention Payments and Incentive    

   The Headteacher may authorise, on a case by case basis, a payment 
or incentive to secure the recruitment, and/or to retain the services, of 
a teacher. In authorising such a payment, the following factors will be 
considered:  

• that there is evidence that there is difficulty in appointing to a 
particular post or in recruiting a teacher with the required skills, 
qualifications and/or experience;  

• that there is a need to retain the skills, qualifications or 
experience of an individual;  

• whether the salary available in the context of the staffing 
structure is insufficient to secure an appointment given the 

circumstances of the school;  available financial resources;  

market forces.  
  
Any such payment or incentive will be subject to review and there will 
be no entitlement to a payment beyond the review date.  
Any such payment will be confirmed in writing, including details of:  
whether it is for the purpose of recruitment or retention;  

• the nature of the payment or incentive;  
• if a financial payment paid, whether this will be paid monthly as 

part of salary or as a lump sum to be paid at an agreed time;  

• the basis for any uplifts where applicable;  
• the date which the payment/incentive will be reviewed;  

  

  

   Leadership Group may only receive payments under this Section for 
reasonably incurred housing or relocation costs.  

  

      

10.7  Acting Arrangements    

    Where a teacher is assigned and carries out the duties of a  
Headteacher, Deputy Headteacher, or Assistant Headteacher, but 
has not been appointed in an acting capacity a determination will be 
made whether or not an allowance should be paid in accordance with 
the provisions of the School Teachers' Pay & Conditions Document.  

  

      

11.  Part Time Teachers    
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  Teachers who work less than a full day or week are deemed to be 
part- time. The proportion of full-time will be calculated in 
accordance with the Teachers Pay & Conditions Document as 
follows:  
  
Teacher’s timetabled teaching time  
----------------------------------------------- = part-time percentage  
School’s timetabled teaching time  
  
Part-time teachers will be expected to work a corresponding 
proportion of directed time and will receive a corresponding proportion 
of a full- time salary.  

  

      

12.  Short Notice Supply Teachers    

  Teachers who are engaged directly and work on a day-to-day basis or 
other short notice basis will have their pay determined in line with the 
statutory pay arrangements in the same way as other teachers.  

  
Supply teachers working a whole day, including directed time, will 
initially have their salary calculated as an annual amount; it will then 
be divided by 195 and multiplied by the number of days worked.  

  
Supply teachers working less than a full day will be hourly paid. 
The salary will be calculated as an annual amount and then divided 
by 1265 to determine the hourly rate, which will then be paid for 
hours worked, including any agreed payment for directed time.  

  

      

13.  Support Staff Pay    

  The salary of support staff is as set out in their contract of 
employment.  

  

      

13.1  Starting salary  
The salaries of new staff will be set within the range for the post as set 
out in the Staffing Structure and in accordance with this pay policy. In 
determining the starting salaries for individual staff, account will be 
taken of:  

• the skills, experience and relevant qualifications of the 
individual;  

• market conditions.  

  

      

13.2  Pay Progression  
Annual progression within any pay range set out in the contract of 
employment, will be subject to the employee meeting the expectations 
as determined through the performance management process.  

  

      

13.3  

    

Part-time staff  
Support staff who work less than a full day, week and/or year are 
deemed to be part-time. The proportion of full-time will be calculated as 
follows:  

  
Full time salary x Hours per week x weeks per year (including holiday 
entitlement)  
---------------------------------------------  
36/37 x 52.14  
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14.  Salary Sacrifice Schemes    

  The Trust operates a Salary Sacrifice Scheme in relation to:  

• Child Care Vouchers  
• Cycles/cycle safety equipment  

  
Staff choosing to participate in a Scheme(s) will have their gross 
pay reduced according to the terms of the Scheme(s) for the 
duration of their participation.  
  
Where participants in a child care voucher scheme have a period of 
child related leave, the Trust will not continue to provide vouchers 
during such periods.  
  
Following the introduction of the Government-run Childcare Voucher 
Scheme, no new members will be admitted to the Trust run scheme.  

  

      

15.  Pensions    

      

15.1  All regular salary payments and additional allowances and payments 
to staff within this policy, with the exception of some recruitment and 
retention benefits, are pensionable.  

  

      

15.2  The Trust will not promote staff through the grading systems or use 
other pay flexibilities to assist in securing an employee's improved 
pension entitlement on retirement. The Trust recognises that, 
where this to be done, the DfE and/or pension regulator, where 
appropriate, may use their powers to substitute a notional salary for 
calculation of pension.  

  

      

16.  Salary Safeguarding/Protection    

  The Trust will ensure appropriate salary protection/safeguarding for 
teachers in accordance with the School Teachers' Pay and Conditions 
Document and for support staff in accordance with the schools’ 
Redundancy and Re-organisation Procedure.  
  
Employees in receipt of a safeguarding sum will be expected to 
undertake commensurate work.  

  

      

17.  Staffing Budget    

  The amount of money allocated to implementing the Pay Policy will be 

determined at the beginning of each financial year through the budget 

allocation process of the school. The Trust will endeavour to ensure 

that appropriate funding is allocated for performance pay progression 

at all levels.  

  

      

18.  Equalities    
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  The Trust recognises the principle of equal pay for work of equal 
value in the implementation of this policy. The Trust will take into 
account the salaries payable in comparable establishment, where 
possible, in setting pay levels.  
  
All pay related decisions will be taken in accordance with relevant 
equalities legislation, Employment Relations Acts and Part-time 
Workers and Fixed-term Employees Regulations. Appropriate 
consideration will be given where staff have been absent for long 
periods e.g. due to sickness or maternity leave.  

  

      

19.  Over/Under Payments    

  The Trust shall be entitled to deduct from salary any money which an 
employee may owe at any time.  

  
Support staff working less than 52 weeks have their annual salary 
spread evenly over 12 months, whereas their working hours are 
spread unevenly across the year due to school closure periods. When  
they leave employment, a calculation will be made to assess any 
over- or under-payment arising from this arrangement, and any over 
or underpayment will be adjusted in their final pay. Employees will be 
notified in advance of any adjustment.  
  
Calculation used for Over / under payments for Support Staff  
  
Annual Holiday Entitlement  
______________________   x Months worked – less Holiday taken  
   
12 Months   
  
Should an overpayment occur in other circumstances the employee 
will be notified in writing of the full amount of the overpayment and 
agreement will be sought about a reasonable repayment schedule. In 
the absence of such an agreement the Trust will determine a 
reasonable recovery schedule, usually not exceeding 5% of the 
monthly gross, except where the employee is leaving, where the 
balance owing may be deducted from final salary in the absence of an 
alternate agreement.  
  
Recovery of overpayments will be pursued in the case of former 
employees.  

  
In the case of underpayments, the Trust will apply appropriate refunds 
as soon as possible.  
  
Employees are expected to draw to the attention of their line 
manager any overpayment or underpayment as soon as possible. 
The Employer is expected to draw to the attention of the employee 
any overpayment or underpayment as soon as possible.  

  

      

20.  Monitoring    
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  The Trust will monitor the outcome and impact of this policy annually 

assess its effect and continued compliance with equalities legislation. 

The effect of the policy will be assessed particularly with reference to 

trends in progression across specific groups of staff and the 

correlation between this and performance management reviews and 

outcomes for pupils.  

  
The pay of individual staff will remain confidential – shared only with 

those responsible for making pay decisions and managing 

administrative matters.  

  

      

21.  Appeals Procedure    

      

21.1  Staff have the right to make representations and to appeal about any 

aspect of their pay or pay progression in accordance with the appeals 

procedure within the policy, which meets, as a minimum, the statutory 

requirements on disputes resolution.  

  
Pay recommendations will be contained within Performance 

Management Review Statements and these will be discussed with 

employees at the review meeting. Where an employee has concerns 

about the pay recommendation which cannot be resolved at the 

review meeting, they should include these on the review statement 

for consideration by those responsible for making pay decisions.  

  

      

21.2  An employee may make a formal appeal against any decision on pay, 
which must be submitted in writing within 10 working days of receipt of 
written notification of that decision.  
The grounds of appeals are that the decision maker(s):  

• incorrectly applied the provisions of the Teachers’ Pay &  
• Conditions Document / national / local terms and conditions  
• failed to have proper regard for statutory guidance;  
• failed to take proper account of relevant evidence and/or took 

account irrelevant or inaccurate evidence;  

• were biased;  
• or otherwise unlawfully discriminated against the employee.  
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21.3  Appeals will be heard by a Pay Appeals Committee convened by the 
Chair of the Trust Board.  

  
The Appeals will be heard at a meeting, normally within 20 working 
days of receipt of the written appeal. The employee will be entitled to 
attend the appeal meeting, to make representations and to be 
accompanied by a work colleague or a member of a recognised Trade 
Union.  

  
The procedure for the conduct of the appeal meeting is at Appendix B. 
Any written submissions relevant to the appeal must be circulated to 
all parties at least 3 working days prior to the meeting.  

  
The decision of the appeal committee will be notified in writing and, 
where the appeal is rejected, this will include a note of the evidence 
considered and the reasons for the decision.  
  
The decision of the Pay Appeals Committee is final and there is no 
recourse to the staff grievance procedure.  
  
The Headteacher shall be entitled to attend, for the purposes of 
providing information and advice (except in the case of his/her own 
salary), all proceedings of the Pay Appeals Committee.  

  
The role of the Pay Appeal Committee is not to make judgement about 
the  
effectiveness of individual staff. It is to satisfy themselves that any 
recommendation/decision has been made on the basis of evidence 
and has been made taking proper account of equal opportunities 
and that correct procedures have been followed.  

  

       

22.   Data Protection    

      

22.1  A written record of all meetings conducted under this pay policy, 

including pay appeals, will be made, either by the person holding the 

meeting or by an alternative person arranged by the school to take 

notes.  

  
The Trust processes any personal data collected as part of the 
operation of the pay policy/pay appeals procedure in accordance with 
it’s data protection policy. The pay of individual staff will remain 
confidential.  

  

Any data collected is held securely and accessed by, and disclosed 

to, individuals only for the purposes of making decisions on pay, 

handling pay appeals or administering any pay decisions. All data 

collected will be held in accordance with the Trust’s retention 

schedule.  Inappropriate access or disclosure of employee data 

including individual staff salaries  

constitutes a data breach and should be reported in accordance with 

the Trust's data protection policy immediately. It may also constitute a 

disciplinary offence, which will be dealt with under the Trust's 

disciplinary procedure.  

  

  



 

APPENDIX A: TERMS OF REFERENCE OF PAY & PERSONNEL COMMITTEE  

 
LIFE Education Trust 

 
Terms of Reference for Pay & Personnel Committee 2021-22 (approved 10/7/21) 

 
Delegation of Function  
The Trust shall establish a Pay & Personnel Committee to set the Pay Policy and exercise 
responsibility for and oversight of all HR matters. 
 
Clerking  
The meeting of the Pay & Personnel Committee should not be clerked by a member of the 
Committee or a Headteacher(s).  
 
Membership 
The Pay & Personnel Committee shall consist of at least three named members of the Trust Board. 
 
The Headteacher(s) may attend all proceedings of the Pay & Personnel Committee for the 
purposes of providing information and advice, but must withdraw when their own salary is being 
discussed.  
 
Quorum 
Minimum of two Directors. 
 
Terms of Reference 
The terms of reference are reviewed annually.  
 
These terms are approved annually and were last approved on ___10th July 2021___ 

 

Signed ____ _____________________________ 
Chair of the Board of Directors 
 

Terms of Reference   

  

DO -  CONSULT  -   RECOMMEND  -  APPROVE  -  MONITOR  

  

DO  This person or body completes the activity to a high standard 

and seeks approval  

CONSULT  This person or body is fully consulted in a meaningful way on the 

activity  

RECOMMEND  This person or body confidently presents material following 

review to a more senior person or body  

APPROVE  This person or body receives and has the final decision making 

power  

MONITOR  This person or body actively engages in quality assuring the 

activity or task  

  

The CEO may delegate tasks to either the Director of Operations or Education where 

appropriate  



 

  

  

  

Scheme of Delegation Head LGB CEO Standards 

Cttee 

P&P 

Cttee 

F&F 

Cttee 

Board Members 

HUMAN RESOURCES         

a. Appoint new Directors of the Board/Remove Directors of the 

Board 

  C    R/D DA 

b. Appoint CEO as Trustee/Director        R D A 

c. Appoint / suspend / dismiss CEO     M  D A C 

d. Appoint /suspend / dismiss local Executive Head/Head of School 

with LGB representation 

 C R  M  D A  

e. Appoint / suspend / dismiss local school SLT D D A  M  M  

f. Undertake Performance Management for CEO with support of 

external partner 

    M  D  

g. Undertake Performance Management for Executive Team   C D & R  M    

h. Undertake Performance Management for Headteacher of local 

school with support of panel including Chair of LGB and external 

partner  

 C D  M    

i. Ensure effective Performance Management for Trust central staff   D  M    

j. Ensure effective Performance Management system for all staff C  D  M    

  



 

Scheme of Delegation Head LGB CEO Standards 

Cttee 

P&P 

Cttee 

F&F 

Cttee 

Board Members 

k. Assess competency of a Local Governing Body   C R    D A  

l. Approve terms of reference for Trust Committees and Local 

Governing Bodies 

 C R    D & A  

m. Approve membership of Trust Committees   C    D & A  

a. Oversee all disciplinary matters relating to Headteacher 

supported by the Board 

 C D    M  

b. Manage all staff internal disciplinary matters except dismissal of 

the Headteacher 

D M C  M    

c. Manage staff appeals against LGB decisions   C  M  D  

d. Manage school Employees request for Leave of Absence D  M  M    

e. Manage Headteacher request for Leave of Absence   D  M    

f. Manage Trust Employees request for Leave of Absence   D  M    

g. Manage Academy Employees Appeals against Leave of Absence 

decisions 

  D  M    

h. Manage Headteachers Appeals against Leave of Absence 

decisions 

  R  M  D  

i. Manage Trust Employees Appeals against Leave of Absence 

decisions 

  R  M  D  

j. Set the pay for the Headteacher of a local school  C R      

k. Ensure that the school has an effective staff development 

programme 

D M C  M    

l. Ensure effective deployment of school staff D M C      

m. Determine the Pay and Appraisal policies for the Trust and ensure 

they are statutorily compliant 

C C R  A    

n. Review Pay Policy annually  C  R  A    

o. Determine appropriate salary ranges and starting salaries for SLT 

and LPs if outside current pay structure 

R C C  A    

p. Determine appropriate salary ranges and starting salaries for staff 

below LP and SLT level 

D C C  M    

q. Determine school’s staffing structure annually R R D A  M     

r. Determine Central Trust staffing structure annually    D    A    

s. Appoint  / suspend / dismiss Trust Staff Employee   D/A  C    



 

t. Appoint  / suspend / dismiss Academy Employee D C C  M    

u. Approve annual pay progression for teachers  R C R   A    

v. Approve applications to be paid on the upper pay range R C R  A    

w. Approve annual pay progression for  headteacher  C  R  A    

x. Approve annual pay progression for support staff R  R  A    

y. Determine the application of national inflationary increases as 

required 

  R  D A    

z. Ensure appropriate Job descriptions and person specifications are 

held for each post 

D  A   M    

aa. Receive annual confirmation of issue of annual pay statements    R   A    

bb. Oversee staff recruitment and appointment procedures C C D  M    

cc. Oversee employment contractual matters C C D  M    

dd. Ensure staff wellbeing and retention strategies are in place at 

school level   

D M D   M    

ee. Ensure staff absence is tracked and managed effectively D M D  M    

ff. Ensure SCR is compliant D M D  M    

gg. Ensure good staff morale D M D  M    

hh. Make Redundancy  / Restructure staff    R  C D & R  A    

 

  

  

 

  



 

APPENDIX B – PAY AND PERSONNEL APPEALS MEETING PROCEDURE  
  

The meeting should be attended by the employee, his/her colleague or representative 
if required, a representative of the Pay & Personnel Committee and the Pay & Personnel 
Appeals Committee. The Headteacher should attend to provide information and advice 
(except where s/he is the appellant).  

  

1. Introductions and opening remarks  
  

2. Member of staff and/or representative to present case  

• School representative to ask questions  

• Pay & Personnel Appeals Committee to ask questions  
  

3. School to respond  
This may include calling on the Appraisal Reviewer and/or a member of the Pay & 
Personnel Committee/headteacher where they are not presenting the case to add any 
relevant information / answer question (where applicable]  

• Member of staff and/or representative to ask questions  

• Pay & Personnel Appeals Committee to ask questions  
  

4. Employee or representative to make closing statement  
  

5. Both parties withdraw to allow Pay & Personnel Appeals Committee to consider their 
decision  

  

6. Either both parties invited back to hear decision or the decision will be communicated 
in writing within 48 hours.  

  
  

TERMS OF REFERENCE PAY & PERSONNEL APPEALS COMMITTEE  

Delegation of Function  

The Chair of the Trust Board shall establish a Pay & Personnel Appeals Committee to deal with 
all appeals against pay decisions.  

  
Clerking  

The meeting of the Pay & Personnel Appeals Committee should be minuted.  

  
Membership  

The Pay & Personnel Appeals Committee shall consist of at least three  

representatives of the Trust Board, none of whom shall be employees or members of the Pay & 
Personnel Committee.  

  
The Headteacher may attend all proceedings of the Pay & Personnel Appeals Committee for the 
purpose of providing information and advice (except where the appeal is in respect of his/her 
own salary, where s/he will attend for the purposes of making his/her case).  

 

Quorum  
Three members   

 
      Terms of Reference  

To determine formal appeals against pay determinations in accordance with the Appeals 
Procedure set out in the Pay Policy  



 

  
APPENDIX C: PERFORMANCE PAY PROGRESSION – LEADERSHIP  

  
To achieve progression on the Leadership Pay Scale, the School Teachers’ Pay and Conditions 

Document (STPCD) requires individuals to have demonstrated sustained high quality performance. 

In making judgements against this criterion and in determining whether there should be progression 

the Trust will consider whether the individual has grown professionally by developing their 

leadership; and (where relevant), teaching, expertise.  

  
In considering whether there has been professional growth, the Trust will consider whether the 

folowing description of a person on the leadership scale has been met:  

  
 Those on the leadership spine play a critical role in the life of the academy/Trust.  

 They inspire those around them and work with others to create a shared strategic vision which 

motivates pupils and staff.  

 They take a lead in enhancing standards of teaching and learning and value enthusiasm and 

innovation in others  

 They have confidence and ability to make management and organisational decisions and ensure 

equity, access and entitlement to learning.  

  
To achieve progression (and for the above to be satisfied), there will need to have been a successful 

appraisal review.  

  
A successful appraisal review involves a process of:-  

  

a. Appraisal objectives, linked to school improvement priorities, pupils outcomes raising levels of 

achievement and attainment, leaderships and management skills and competencies, personal 

development ;  

  

b. Appraisal against the teaching standards including observed practice;  

  

c. Appraisal against any other relevant Standards (eg the Headteacher Standards)  

  

d. Other evidence, including of professional development/growth.  

  
Note: It is expected that a teacher’s performance objectives will define what needs to be achieved 
to demonstrate that the individual has grown professionally by developing their leadership and 
(where relevant) teaching expertise.  

 



 

  
APPENDIX D: STAFFING STRUCTURE  

  
The Staffing Structure will be kept under regular review and may be amended from time to time, as 
the Trust considers appropriate, following consultation and as set out in the Trust’s Redundancy and 
Re-organisation Policy.  
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APPENDIX D: Pay Ranges for Schools  

 

FBA, BENHURST, DAME TIPPING & THE BRIDGE PAY SCALES LEADERSHIP 

PAY SCALES (Outer London Area) 

Leading Practitioner Pay Range 2021 - 2022 Annual Salary  

Pay Freeze for Teaching Staff September 2021 

 

  England & Wales Inner London  Outer London  Fringe Area  

 (excluding the 

London Area) 

Area  

  
Area  

  
 

Minimum  £42,402  £50,415  £45,766  £43,570  

Maximum  £64,461  £72,480  £67,828  £65,631  

  

  

Leadership Group Pay Range 2021 - 2022 Annual Salary 

Pay Freeze for Teaching Staff September 2021 

  

  England &Wales Inner London  Outer London  Fringe Area  

 (excluding the 

London Area) 

Area  

  
Area  

  
 

Minimum  £42,195  £50,167  £45,542  £43,356  

Maximum  £117,197  £125,098  £120,513  £118,356  
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Annual pay ranges for Headteachers 2021 – 2022 

Pay Freeze 2021 - 2022 

  England &Wales 
(excluding the  

London Area)  

Inner London  

Area  

  

Outer London 

Area  

Fringe Area  

  

Group 1  £47,735-£63,508  £55,715-£71,411  £51,082-£66,827  £48,901-£64,663  

Group 2  £50,151-£68,347  £58,132-£76,249  £53,499-£71,666  £51,314-£69,509  

Group 3  £54,091-£73,559  £62,066-£81,461  £57,436-£76,874  £22,254-£74,718  

Group 4  £58,165-£79,167  £66,114-£87,062  £61,479-£82,480  £29,302-£80,320  

Group 5  £64,143-£87,313  £72,125-£95,216  £67,496-£90,632  £65,310-£88,472  

Group 6  £69,031-£96,310  £77,011-£104,211  £72,383-£99,624  £70,204-£97,468  

Group 7  £74,295-£106,176  £82,277-£114,074  £77,643-£109,489  £75,466-

£107,328  

Group 8  £81,942-£117,197  £89,919-£125,098  £85,290-£120,513  £83,105-

£118,356  
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TEACHER MAIN PAY SCALES (Outer London Area) 
Pay Range 2021 - 2022 Annual Salary 

Pay Freeze 2021 - 2022 
  

Minimum:  £ 29,915 MPR1  

  
Performance Progression Stage 1  

  
£31,604 MPR2  

  
Performance Progression Stage 2  

  
£33,383 MRP3  

  
Performance Progression Stage 3  

  
£35,264 MPR4  

   

Performance Progression Stage 4  

  
£38,052 MPR5  

Maximum  £41,136 MPR6  

  

TEACHER UPPER PAY SCALES (Outer London Area) 

Pay Range 2021 - 2022 Annual Salary 

Pay Freeze 2021 - 2022 

  

Minimum:  £42,559 UPR1  

  
Performance Progression Stage 1  

  
£42,559 UPR1  

  
Performance Progression Stage 2  

  
£44,133 UPR2  

  
Performance Progression Stage 3  

  
£45,766 UPR3  

Maximum  £45,766 UPR3  

  

UNQUALIFIED TEACHER PAY SCALES (Outer London Area) 

Pay Range 2021 - 2022 Annual Salary 

Pay Freeze 2021 - 2022 

  

Minimum:  £21,582 UQ1  

  
Performance Progression Stage 1  

  
£23,694 UQ2  

  
Performance Progression Stage 2  

  
£25,809 UQ3  

  
Performance Progression Stage 3  

  
£27,924 UQ4  

  
Performance Progression Stage 4  

  
£30,036 UQ5  

Maximum:  £32,151 UQ6  
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                                     TEACHING AND LEARNING RESPONSIBILITIES 

(TLRS) (Outer London Area)  

Pay Range 2021 - 2022 Annual Salary 

Pay Freeze 2021 - 2022 

  

    

TLR1 Maximum  £14,030  

TLR1 Minimum  £8,291  

TLR2 Maximum  £7,017  

TLR2 Minimum  £2,873  

TLR3 Maximum  £2,833  

TLR3 Minimum  £571  

    

  

  

SPECIAL EDUCATIONAL NEEDS ALLOWANCES 

                       (Outer London Area)  

         Pay Range 2021 - 2022 Annual Salary 

Pay Freeze 2021 - 2022 

  

   

 SEN MAX  £4,479  

SEN MIN  £2,270  
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FBA, BENHURST & THE BRIDGE SUPPORT STAFF PAY SCALES (Outer London Area) 

Pay Range 2021 – 2022 To Be Confirmed   
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DAME TIPPING SUPPORT STAFF PAY SCALES (Outer London Area)  

Pay Range 2021 – 2022 To Be Confirmed   
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ROXWELL, MARGARETTING & FORD END ESSEX PAY SCALES  

                             Leading Practitioner Pay Range 2021 - 2022 Annual Salary 

                    Pay Freeze 2021 - 2022 

  

    

  
ESSEX PAY SCALE  

  
Minimum  

  
£42,402  

  
Maximum  

  
£64,461  

  
  

                                     Leadership Group Pay Range 2021 - 2022 Annual Salary 

                                   Pay Freeze 2021 - 2022 

  

    

  
ESSEX PAY SCALE  

Minimum £42,195 

Maximum £117,197 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  35  

TEACHER MAIN PAY SCALES  

Pay Range 2021 - 2022 Annual Salary  

                                                         Pay Freeze 2021 - 2022 

  

Minimum:   £25,741 MPR1  

 Progression Stage 1  £26,728 MPR2  

 Progression Stage 2  £27,600 MRP3  

 Progression Stage 3  £28,709 MPR4  

 Progression Stage 4  £29,664 MPR5  

 Progression Stage 5  £30,804 MPR6  

 Progression Stage 6  £31,778 MPR7  

 Progression Stage 7  £32,981 MPR8  

 Progression Stage 8  £34,100 MPR9  

 Progression Stage 9   £35,628 MPR10  

Maximum    £36,960 MPR11  

  
TEACHER UPPER PAY SCALES  

Pay Range 2021 - 2022 Annual Salary 

                                                         Pay Freeze 2021 - 2022 

  

Minimum:  £38,690 

UPR1  

Progression Stage 1  £ UPR2 

Progression Stage 2  £ UPR3 

Progression Stage 3  £ UPR4 

Maximum  £41,604 UPR5  

  

   
UNQUALIFIED TEACHER PAY SCALES 

 Pay Range 2021 - 2022 Annual Salary 

                                                         Pay Freeze 2021 - 2022 

  

Minimum:  £18,169 UQ1  

Progression Stage 1  £ UQ2  

Progression Stage 2  £ UQ3  

Progression Stage 3  £ UQ4  

Progression Stage 4  £UQ5  

Progression Stage 5  £ UQ6  

Progression Stage 6  £ UQ7  

Progression Stage 7  £ UNQ8  

Progression Stage 8  £ UNQ9  

Progression Stage 9  £ UNQ10  

Maximum:  £28,735 UNQ11  

  

    



  36  

TEACHING AND LEARNING RESPONSIBILITIES  

(TLRS)   

Pay Range 2021 - 2022 Annual Salary 

                                                         Pay Freeze 2021 - 2022 

 

    

TLR1 Maximum  £14,030  

TLR1 Minimum  £8,291  

TLR2 Maximum  £7,017  

TLR2 Minimum  £2,873  

TLR3 Maximum  £2,833  

TLR3 Minimum  £571  

    

   

SPECIAL EDUCATIONAL NEEDS ALLOWANCES  

          Pay Range 2021 - 2022 Annual Salary 

                                                         Pay Freeze 2021 - 2022 

  

   

 SEN MAX  £4,479  

SEN MIN  £2,270  
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                  MARGARETTING, ROXWELL & FORD END ESSEX PAY SCALES 

SUPPORT STAFF PAY SCALES  

                                 Pay Range 2021 – 2022 To Be Confirmed 
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SAFER RECRUITMENT POLICY  
  

  
Policy  Recruitment Policy  
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Review Date  November 2022 

Policy Source  Juniper Model Policy  
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1.  Introduction   

This document sets out the recruitment and selection procedures which will be followed by the LIFE  

Education Trust and all of its schools.  

  
  

2.  Policy Statement  

The purpose of this policy is to ensure the practice of safe recruitment of all staff appointed to the 
Trust. It also sets out the minimum requirements to: 

 
 Ensure the safety of all children at all times 
 Deter prospective applicants unsuitable for work with children from applying 
 Identify and reject applicants unsuitable for work with children 

 
The safe recruitment of staff is the first step to safeguarding and promoting the welfare of our 
students. The Trust is committed to safeguarding and promoting the welfare of children and young 
people and expects all staff and volunteers to share this commitment. This is to be achieved through 
effective recruitment and retention of competent, motivated staff members who are suited to and 
competent in their roles.  
 

The Trust is committed to the recruitment and retention of competent, motivated employees who are 
suited to and fulfilled in the roles they undertake.   
  

The Trust’s full Recruitment & Selection Policy Statement including Data Protection information is at 
Appendix A.    

  

3.  Scope  

The relevant principles described in this procedure will be applied in relation to everyone who works 
within the Trust including:   

• Staff employed on a permanent basis;   

• Temporary and casual staff;  

• Unpaid volunteers (see Section 6);  

• Those engaged via external organisations such as supply agencies (see Section 7); and  

 Contractors and self-employed persons.   

  

4.  Roles and Responsibilities   

It is the responsibility of the Trust Board to:    

 
• Ensure there are effective policies and procedures in place for the safe and effective 

recruitment of all staff and volunteers and for the engagement of other adults in accordance 
with statutory guidance and legal requirements;   

• Local Governing Bodies Monitor compliance with those policies and procedures;   

• Elect members to sit on the selection panel for the appointment of the CEO and 
headteachers;  

• Approve the appointment of the CEO and headteachers.   

  

It is the responsibility of the CEO, Headteacher and other managers involved in recruitment to:   
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• Apply robust, transparent and effective recruitment and selection processes in accordance 
with this procedure, statutory guidance and legal requirements; and  

• Ensure that safer recruitment practices are in operation and that all appropriate checks are 
carried out on all staff, volunteers and others engaged to work at an appropriate point in the 
recruitment process.   

  

At least one member of each interview panel will have undertaken Safer Recruitment Training.   

  

4.1  Specific Roles and Responsibilities   

Amend/delete the table below as applicable in line with the Trust’s Scheme of Delegation (SoD).  

More than one individual/group may appear in each box.   

Employee   Recruitment Decision   Approval  

CEO   Panel  - Trust Board   Trust Board  

Headteachers   Panel – CEO  / Trust Boar 

Local Governing Body (LG 

d /  

B)  

Trust Board  

Senior Leaders*   CEO  

Headteacher  

Head of School  

Local Governing Body  

 CEO 

LGB  

Other Teachers   Headteacher  

  

   

  

Support Staff   Headteacher    

Trust Employee (Central 

Services)  

 CEO  

Deputed manager  

 CEO  

Trust Senior Employee 

(Central Services) 

 Panel – CEO / Trust Board  Trust Board 

 

*The Trust may wish to define which posts (teacher and support staff) falls in Senior Leader 

category.   

  

5.  The Recruitment Procedure   

Please see Appendix B for a flowchart summarising the procedure.  Further key details are provided 
below.   
  

Internal vacancies are defined as any vacancy in any Academy within the Trust.   

  
5.1  Pre-advertisement   
  
5.1.1  Identifying a vacancy   

Before any action is initiated, careful consideration will be given to the necessity of filing the post, the 
tasks to be undertaken and the skills, attributes and behaviours required to do the job.   
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5.1.2  Job Descriptions / Person Specification   

A job description and person specification will be drawn up for all posts.  The job description will 
provide a framework of expectations and will define the purpose, scope and the principal duties and 
responsibilities of the role.  The person specification will enable applicants to assess themselves for 
the job and provides a benchmark for judging suitability.  All job descriptions and person 
specifications will clearly set out the extent of the relationships/contact with children and the degree 
of responsibility for children for each post.   

If a post is public facing and the successful applicant will be required to speak fluent English this will 
be set out in the job description and person specification.  A public facing role is where, as a regular 
and intrinsic part of their role, the person is required to speak to members of the public, whether face 
to face or by telephone, will be considered as “customer facing”.  This also includes any posts 
involving communication with pupils and parents.   

The job description and person specification will be used throughout the recruitment process to 
develop the shortlisting and selection criteria.  
  
The salary for the job will be determined at this point and the actual salary range will be advertised.   
  
5.1.3  Setting Timescales   
The length of the recruitment process will vary depending on the type of vacancy, the advertising 
medium, whether it is necessary to advertise both internally and externally and the length of the 
required notice periods.  
  

5.1.4  Recruitment pack   

The recruitment pack will vary according to the post but will consist, as a minimum of:  

• Application Form  

• Job Description   

• Person Specification  

• Recruitment and Selection Policy Statement   

• Privacy Notice (Applicants)   

  

A Key Information Sheet will be included where appropriate and the pack may also include other 

relevant information i.e. covering letter, prospectus etc.   

 

5.1.5  Visits   

Informal discussions and visits prior to application are welcome by prior arrangement.   

  

5.2  Advertising  

The Trust will consider the most appropriate methods of advertising any vacant posts and the format 
for the advert.  This may include advertising the post on professional social media sites in addition to 
other methods, e.g. website and local/national publications.   
  

To ensure equality of opportunity, all positions will be advertised to encourage as wide a field of 
candidates as possible, and normally this will entail an external advertisement.   

  

However, there may be circumstances where an internal advertisement may be considered 
appropriate.   This will include where:   
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• Clear career development and progression paths are being supported;   

• There is a reasonable expectation that there are sufficient qualified and experienced internal 
candidates;   

• The position is for additional responsibilities and not a vacant post;  

• Staff are at risk of redundancy.   

  

CEO, headteacher, head of school and deputy headteacher posts will be advertised in the manner 
considered appropriate by the Trust Board.  In order to ensure the widest possible field of 
candidates advertising will usually be national for these roles, unless there is a good reason not to 
do so.   
  

All agency workers working within the Trust and employees working on fixed term contracts will be 

informed of any vacancies within the Trust.  

The following will be included in the recruitment advert: 
 school Name 
 job title 
 salary 
 the safeguarding requirements i.e. whether the role will be engaging in a regulated activity 

relevant to children 
 hours of work and whether term time or all year round 
 whether the post is permanent or temporary 
 closing date  
 dates for shortlisting and interviewing 
 expected start date 
 contact details 

 a brief description of the role including safeguarding responsibilities 
 
All advertisements for all posts will also include the following:  

 
A statement that ‘The Academy is committed to safeguarding and promoting the welfare of 
children and young people. 

 The fact that a DBS check will be conducted on the successful candidate and whether the post 
is exempt from the Rehabilitation of Offenders Act 1974 and the amendments to the Exceptions 
Order 1975, 2013 and 2020. Which means that when applying for certain jobs and activities 
certain spent convictions and cautions are ‘protected’, so they do not need to be disclosed to 
employers, and if they are disclosed, employers cannot take them into account.  

5.3  Application      
  
5.3.1  Application Form  
  

A standard application form is used for all vacancies.  Alternate format application forms will be 
accepted from disabled applicants, but such applicants must provide all of the information required 
by the standard application form.  Curriculum vitae’s will not be accepted in isolation.    
  

All parts of the application form must be completed and the form signed by the candidate.  
Incomplete application forms will not be accepted and will be returned for completion or checked 
with the candidate. Where an applicant is shortlisted, any discrepancies or gaps in employment will 
be discussed at interview.    
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Applicants should be aware that providing false information could result in the application being 
rejected or, in summary dismissal if the applicant has been selected.  
  

Internal applicants who wish to apply for a new post will be informed whether an application form 
must be completed or whether a letter of application is sufficient.  

  

5.3.2  Recruitment Monitoring Information Form   
  

As part of the application process, individuals may be asked to complete a Recruitment Monitoring 
Information form.  A Privacy Notice (Recruitment Monitoring Form) will be issued alongside the form.  
  

The recruitment monitoring information does not form part of the selection process and is separate 
from the application.  Completion of the form is voluntary.  

  
Completion of the form will ensure that policies and procedures are effective in avoiding 
discrimination and promoting equality and diversity in recruitment.  The information provided will be 
used for periodic monitoring and statistical data purposes only.  Required reporting of this data will 
be on an anonymous basis.  

  

5.3.3  Acknowledgement   
  

Due to limited resources only shortlisted candidates will be notified of the outcome of their 
application.    

5.4.  Shortlisting  
  

Shortlisting will take place as soon as possible after the closing date.  Shortlisting will be undertaken 
by the selection panel normally consisting of at least two individuals.   
The selection panel will consider any inconsistencies and look for gaps in employment and reasons 
given for them. They will also explore all potential concerns.  
 

5.4.1  Invitation to interview  
  

Once the shortlist has been decided, the shortlisted candidates will be notified as soon as possible.  
Invitation to interview will be confirmed in writing.  Adequate time will be allowed between invitation 
and interview to allow candidates to prepare for their interview.    
  

Full details of the selection process (i.e. details of the interview and any additional selection 
exercises) will be notified to the applicant in the invitation to interview letter.    
  

Every effort will be made to accommodate any special requirements/adjustments necessary to 
enable candidates to participate in the process.    

  

5.4.2  Requesting references  
  

References will normally be taken up on all short-listed candidates, including internal applicants, 
prior to interview.  In line with the statutory guidance, references will be scrutinised and any 
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concerns resolved satisfactorily, before the appointment is confirmed. References will be 
required from the candidate’s current and/or most recent employer.   
  

In exceptional circumstances, where you have good reason not to want your referees to be 
contacted prior to interview, you should set out your reasons with your application form.   Where it is 
agreed to defer, referees will be contacted immediately after interview before an offer of employment 
is confirmed.  
  

For internal candidates at least one reference will be required to cover the applicant’s suitability for 
the advertised role.  This could be from a line manager/Head of Department or the Headteacher as 
appropriate.  

  

5.5  Selection process  
  

The selection process will, as a minimum, consist of a face to face interview even where there is 
only one candidate and including for internal appointments and promotions and volunteers.  
Where appropriate, the selection process may include additional activities such as in-tray exercises, 
group activities, presentations, pupil panels or observed assemblies/teaching.  
  
The process will assess the merits of each candidate against the job requirements (i.e. job 
description and person specification), and explore their suitability to work with children.    

 
5.6.  Employment Offer  

  

The choice of candidate will be determined by the majority view of the interview panel.  The panel 
may identify a first and any reserve choice candidate(s).  
  

The successful applicant will be advised that they are the preferred candidate and a conditional offer 
made, subject to satisfactory pre-employment checks.  A firm offer cannot be made until all 
preemployment checks have been completed to the satisfaction of the Trust.    
 

These checks include: 

 

 Verifying a candidate’s identity. It is important to be sure that the person is who they claim to 

be, this includes being aware of the potential for individuals changing their name. Best 

practice is checking the name on their birth certificate, where this is available; 

 Obtaining (via the applicant) an enhanced DBS check (including children’s barred list 

information, for those who will be engaging in regulated activity with children). Note that 

when using the DBS update service we will still obtain the original physical certificate; 

 Verifying the candidate’s mental and physical fitness to carry out their work responsibilities. A 

job applicant can be asked relevant questions about disability and health in order to establish 

whether they have the physical and mental capacity for the specific role; 

 Verifying the person’s right to work in the UK, including EU nationals. If there is uncertainty 

about whether an individual needs permission to work in the UK. 

 If the person has lived or worked outside the UK, make any further checks the Trust consider 

appropriate and 
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 Verifying professional qualifications, as appropriate. The Teaching Regulation Agency’s 

(TRA) Employer Access Service should be used to verify any award of qualified teacher 

status (QTS), and the completion of teacher induction or probation. 

 

In addition: 

 Academies and free schools, should check that a person taking up a management position is 

not subject to a section 128 direction made by the Secretary of State; 

 All schools must ensure that an applicant to be employed to carry out teaching work is not 

subject to a prohibition order issued by the Secretary of State; 

 All schools providing childcare must ensure that appropriate checks are carried out to ensure 

that individuals employed to work in reception classes, or in wraparound care for children up 

to the age of 8, are not disqualified from working in these settings under the 2018 Childcare 

Disqualification Regulations.  

 

  

Where a preferred candidate has made a declaration of criminal convictions on a Self-Disclosure 
form (SD2), and/or a positive DBS is received, these will be discussed prior to confirming the 
appointment in accordance with the Recruitment & Selection Policy Statement.    
Where the school setting and post are covered by the Childcare (Disqualification) Regulations, if the 
preferred candidate declares information on a Disqualification Declaration Form the school will need 
to establish whether the information declared meets one of the disqualification criteria, in which case 
the panel may decide to:  

  

A. discontinue the recruitment process in respect of that candidate 

B. allow the candidate time to apply for an Ofsted Waiver  

  

Once all pre-employment checks have been received and confirmed as satisfactory, a firm offer of 
employment will be made and the contract of employment (or a contract amendment as applicable) 
will be issued.  The contract/contract amendment will be issued as soon as possible in advance of 
the proposed start date but in all circumstances no later than the first day of employment.  
  

If the preferred candidate does not accept the post, the panel will consider the option of contacting 
any reserve candidate(s).  This will only be done where these candidates meet the criteria for the 
role. In this case, if the reserve candidate wishes to proceed to be the preferred candidate a 
conditional offer will be made subject to satisfactory pre-employment checks as set out above.  
  

Unsuccessful shortlisted candidates will be advised accordingly.  All candidates can request 
feedback on their interview/selection.  

Procedure for supply/agency staff 

 No person may begin work in the Trust unless the Trust has received written notification from 
the supply agency that all appropriate checks have been carried out including: identity, 
relevant qualifications where appropriate, an enhanced DBS disclosure, further checks if 
person has lived outside UK, right to work in UK, prohibition order checks, Disqualification by 
Association check and Barred List check.   
 

 Agencies must provide DBS checks dated in last three years for supply staff. Before a 
person begins work at the school (irrespective of any checks carried out by the employment 
business) the person’s identity and DBS certificate will be checked by the School.  Where a 
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supply teacher will be at the school for more than 3 consecutive days, safeguarding induction 
will be provided together with copies of safeguarding documentation as well as other relevant 
policies such as Health and Safety. 
 

 All details relating to supply staff and contractors will be recorded on the Single Central 
Record 

Procedure for contractors 

Where the Trust use contractors to provide services, it should set out the safeguarding requirements 
in the contract between the contractor and the Trust. 

 

The Trust should ensure that any contractor, or any employee of the contractor, who is to work at 
the Trust, has been subject to the appropriate level of DBS check. Contractors engaging in 
regulated activity relating to children will require an enhanced DBS check (including children’s 
barred list information). 

For all other contractors who are not engaging in regulated activity relating to children, but whose 

work provides them with an opportunity for regular contact with children, an enhanced DBS check 

(not including children’s barred list information) will be required. In considering whether the contact is 

regular, it is irrelevant whether the contractor works on a single site or across several sites. In cases 

where the contractor does not have opportunity for regular contact with children, the Trust should 

decide on whether a basic DBS disclosure would be appropriate. 

 

Under no circumstances should a contractor on whom no checks have been obtained be allowed to 

work unsupervised or engage in regulated activity relating to children. The Trust is responsible for 

determining the appropriate level of supervision depending on the circumstances. 

If an individual working at the Trust is self-employed, the Trust should consider obtaining the DBS 

check, as self-employed people are not able to make an application directly to the DBS on their own 

account. 

Schools should always check the identity of contractors on arrival at the school. 

Procedure on trainee/student teachers 

Where applicants for initial teacher training are salaried by the Trust, the Trust must ensure that all 

necessary checks are carried out. If these trainee teachers are engaging in regulated activity 

relating to children (which in most cases by the nature of the work, they will be), an enhanced DBS 

check (including children’s barred list information) must be obtained. 

Where trainee teachers are fee-funded, it is the responsibility of the initial teacher training provider to 

carry out the necessary checks. The Trust should obtain written confirmation from the provider that it 

has carried out all pre-appointment checks that the Trust would otherwise be required to perform, 

and that the trainee has been judged by the provider to be suitable to work with children. 
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There is no requirement for the Trust to record details of fee-funded trainees on the single central 

record. However, the Trust may wish to record this information under non statutory information. 

Procedure for volunteers 

Under no circumstances should a volunteer on whom no checks have been obtained be left 

unsupervised or allowed to work in regulated activity. 

Whilst volunteers play an important role and are often seen by children as being safe and 

trustworthy adults, the nature of voluntary roles varies, so the Trust should undertake a written risk 

assessment and use their professional judgement and experience when deciding what checks, if 

any, are required. 

The risk assessment should consider: 

 The nature of the work with children, especially if it will constitute regulated activity, including 

the level of supervision 

 What the establishment knows about the volunteer, including formal or informal information 

offered by staff, parents and other volunteers; 

 Whether the volunteer has other employment or undertakes voluntary activities where 

referees can advise on their suitability; and 

 Whether the role is eligible for a DBS check and if it is, what level is appropriate. Details of 

the risk assessment should be recorded. 

When should a DBS with barred list be obtained for volunteers? 

The Trust should obtain an enhanced DBS check (which should include children’s barred list 

information) for all volunteers who are new to working in regulated activity with children, i.e. where 

they are unsupervised and teach or look after children regularly, or provide personal care on a one-

off basis. 

Employers are not legally permitted to request barred list information on a supervised volunteer, as 

they are not considered to be engaging in regulated activity. 

Supervision of volunteers 

It is for the Trust to determine whether a volunteer is considered to be supervised. Where an 

individual is supervised, to help determine the appropriate level of supervision, the Trust must have 

regard to the statutory guidance issued by the Secretary of State: 

For a person to be considered supervised, the supervision must be: 

 By a person who is in regulated activity relating to children; 

 Regular and day to day; and 

 Reasonable in all the circumstances to ensure the protection of children. 
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Existing volunteers 

Volunteers engaging in regulated activity do not have to be re-checked if they have already had a 

DBS check (which includes barred list information) unless the Trust has any concerns. 

5.7.  Induction and Probation  
  

5.7.1  Induction  
  

All new employees, internally promoted staff and volunteers will be provided with an induction 
program, which will seek to ensure that they are clear about their job role, the expectations of them 
in terms of standards of performance and conduct and applicable policies and procedures.   Any 
training and development needs will be identified and supported appropriately.  
  

Where applicable, Newly Qualified Teachers will be subject to the Statutory Induction Period.  

  

5.7.2  Probation  
  

All new entrants to the employment of this employer will be subject to the satisfactory completion of 
a 26 week probationary period (unless their appointment arises from a statutory transfer or they are 
a newly qualified teacher subject to a Statutory Induction Period).   
  

During the probationary period, new entrants will be expected to establish their suitability for the 
post.  
  

See the Probation Procedure for more detail.  

5.8  Record Retention/Data Protection  

  

5.8.1  Selection Records  

  

Interview notes on unsuccessful applicants will be retained for a 6 month period, after which time, 

these records will be destroyed.    

  

Under data protection legislation, applicants have a right to request access to notes written about 

them during the recruitment process.  Applicants who wish to access their interview notes must 

make a subject access request in writing to the chair of the interview panel/Headteacher within 6 

months from the date of interview.  

  

5.8.2  Personal File Records  

  

For the successful candidate, the following information will be retained (where applicable) and will 

make up part of the employee’s personal file:  
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• Application form   

• SD2 (until DBS clearance is receive)   

• Proof of identity  

• Evidence of right to work in the UK and any supporting documents  

• Proof of required qualifications   

• Certificate of good conduct (if applicable)   

• Completed pre-employment health declaration form (not full questionnaire if required)   

• Evidence of medical clearance (from the Occupational Health Centre if required)   

• DBS Consent Form   

• Evidence of the DBS check or online status check (not DBS certificate)   

• Evidence of DBS Children’s Barred List check   

• Evidence of prohibition from teaching check (if applicable)   

• Evidence of completion of Statutory Induction (Teachers only where applicable)   

• Evidence of s128 Directions check (e.g. file note confirming check completed)  

• Disqualification risk assessment form and any disqualification waiver documentation (where 

applicable)   

• References    

  

Relevant evidence of pre-employment checks will be retained on volunteers, contractors and other 

workers as required by Statutory Guidance (Keeping Children Safe in Education).   

  

Information will be collected, held and processed in accordance with the Trust’s data protection 

policy and record retention schedule.  
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Appendix A – Recruitment and Selection Policy Statement  

  
1. The Trust is committed to:  

• safeguarding and promoting the welfare and 

safety, and the spiritual, moral, social and cultural development, of children and young 

people;  

• promoting equality of opportunity and community cohesion where the diversity of 

different backgrounds and circumstances is appreciated and positively valued;  

• promoting the fundamental British values of democracy, the rule of law, individual 

liberty and mutual respect and tolerance for those with different faiths and beliefs;  

  

and expects all staff, volunteers and other workers to share this commitment. It is recognised 

that this can only be achieved through sound procedures, good inter-agency co-operation 

and the recruitment and retention of competent, motivated employees who are suited to, and 

fulfilled in the roles they undertake.   

  

2. The Trust recognises the value of, and seeks to achieve a diverse workforce which includes 

people from different backgrounds, with different skills and abilities. We are committed to 

ensuring that the recruitment and selection of all is conducted in a manner that is systematic, 

efficient, effective and promotes equality of opportunity.  Selection will be on the basis of 

merit and ability, assessed against the qualifications, skills and competencies required to do 

the job.  We will uphold obligations under law and national collective agreements to not 

discriminate against applicants for employment on the grounds of the protected 

characteristics of age, sex, sexual orientation, marriage or civil partnership, pregnancy, 

gender re-assignment, disability or health, race(which includes colour, nationality and ethnic 

origin), religion or belief.     

  

3. We will implement robust recruitment procedures and checks for appointing staff and 

volunteers to ensure that reasonable steps are taken not to appoint a person who is 

unsuitable to work with children, or who is disqualified from working with children, or does not 

have the suitable skills and experience for the role.  

  

4. We will ensure that the terms of any contract with a contractor or agency requires them to 

adopt and implement measures described in this procedure. We will monitor the compliance 

with these measures and require evidence that relevant checks have been undertaken for all 

workers deployed.  
  

5. The following pre-employment checks will be required where applicable to the role and 

setting as detailed in the Conditional Offer Letter prior to contract:  

• receipt of satisfactory references  

• verification of  identity  

• a satisfactory DBS disclosure if undertaking Regulated Activity  

• further satisfactory DBS disclosures renewed every 3years 

• verification that you not barred from working with Children    

• verification that you are not prohibited from teaching   

• verification of medical fitness for the particular role   
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• verification of qualifications and of professional status where required e.g. QTS status   

• the production of evidence of the right to work in the UK   

• verification of successful completion of/exemption from statutory induction period   

• verification that you are not subject to a section 128 direction preventing you from 

holding a management position within a school  

• a declaration that you are not disqualified from working with children by virtue of the 

Childcare (Disqualification) Regulations 2018 or that you have provided a valid 

disqualification waiver from Ofsted  

  

NB It is illegal for anyone who is barred from working with children to apply for, or 

undertake Regulated Activity.  

  

6. We will keep and maintain a single central record of recruitment and vetting checks, in line 

with the current DfE requirements.  

  

7. All posts/voluntary roles that give substantial unsupervised access to children and young 

people are exempt from the Rehabilitation of Offenders Act 1974 and therefore all preferred 

candidates will be required to declare spent and unspent convictions, cautions and bindovers 

(save for those offences that are subject to filtering by the Police) prior to their offer of 

employment being confirmed. When making a recruitment decision Trust will disregard any 

filtered convictions/cautions/reprimands which were disclosed in error.  

    

Applicants will be required to sign a DBS consent form giving  consent for the DBS certificate 

to be copied and shared (within strict guidelines) for the purposes of considering suitability 

for employment and/or consent for an online status check to be carried out in the event that 

the applicant subscribes to the DBS update service.  A previously issued Disclosure and 

Barring Service Certificate will only be accepted in certain restricted circumstances or where 

you subscribe to the DBS update service and the appropriate online status checks have 

been satisfactory.  

  

The Trust is committed to ensuring that people who have convictions / cautions / reprimands 

on their record are treated fairly and given every opportunity to establish their suitability for 

positions. Having a criminal record will not necessarily be a bar to obtaining a position, 

except in the case of school settings covered by the Childcare (Disqualification) Regulations 

2018 where certain convictions, cautions or warnings will mean an individual is disqualified 

from working in that setting and will prohibit employment at the school (unless a waiver can 

be obtained from Ofsted).  

  

Positive disclosures will be managed on a case by case basis taking into account the nature, 

seriousness and relevance to the role. The following factors will be considered in each case:  

    

• The seriousness/level of the disclosed information eg was it a caution or a conviction.  

• How long ago the incident(s) occurred and whether it was a one-off incident or part of a 

repeat history/pattern.  

• The circumstances of the offence(s) being committed and any changes in the 

applicant’s personal circumstances since then.  

• The country where the offence/caution occurred.  
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• Whether the individual shows or has shown genuine remorse.  

• If the offences were self-disclosed or not (non-disclosure could, in itself, result in 

nonconfirmation of employment on the grounds of trust, honesty and openness).    

  

This Trust operates in accordance with The Disclosure and Barring Service Code of Practice 

in relation to the processing, handling and security of Disclosure information.   

 

Employees will be required to renew their Disclosure and Barring checks every 3 years in 

line with Havering Guidance  

  

8. The Trust processes personal data collected during the recruitment process in accordance 

with its data protection policy.  Data is held securely and accessed by, and disclosed to, 

individuals only for the purposes of completing the recruitment process. On the conclusion of 

the process, data collected will be held in accordance with the school’s retention schedule.   

  

A copy of our Recruitment Procedure is available upon request.  
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 Appendix B – Summary of Recruitment Procedure  

  

 

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

Identify the vacancy   

Recruitment Pack   

Advertise    

   Review need for post   

   Job Description    

   Person Specification   

   Salary   

   Selection panel   

   Timescales   

Prepare pack    

   Application Form & Privacy Notice    

   Recruitment Monitoring Form & Recruitment  
Monitoring  Form Privacy Notice (if using)   

   Job Description    

   Person Specification    

   Recruitment & Selection Policy Statement    

   Key Information Sheet   

   Other school information   

   Reference consent form (if applicable)   

Within 5 working days   Invite to interview   Send:    
Privacy Notice if (   not  

already issued)   

Shortlist   

Interview   

Select preferred  
candidate   

Request References   

   Check ID / Right to Work in the UK    

   Check qualifications    

Issue conditional offer pending checks,  
including:    
  

   DBS Consent Form   

   SD2 Form    

   Pre - Employment Medical Declaration  
Form   

   Childcare Disqualification Declaration  
Form (where relevant)    

Process /  
complete  
checks as  

relevant to post    
See Personal  ( 

File Checklist)   

   Confirm offer when all checks complete   

   Issue contract/set up personal file/add to SCR   
  

   Induction   

   Probation (if applicable)   



LIFE Education Trust 
FINANCIAL RESERVES POLICY 

1. Introduction

Where reserves are held, it is a requirement of the charity accounting regulations that charity trustees must state their 
reserves policy in their annual report.  

Guidance on reserves is found on the Charity Commissions website and from within the SORP 2005. 

Further guidance on reserve policies and  their reporting requirements  is contained  in  the ESFA annual Academies 
Accounts  Direction.  This  policy  provides  the  basis  for  Trustees  and  Directors  to  ensure  adequate  reserve  levels 
matching the needs of the organisation are held to continually operate as a going concern. 

2. Purpose

The purpose of the reserves policy is to provide a guide for making informed decisions about holding reserves and the 
amount to be held in ensuring the stability and sustainability of the Academies’ operations. This is aimed at enabling 
the Trust to adjust quickly to financial circumstances, such as large unplanned expenditure, cyclical maintenance and 
working capital requirements. 

Whilst it is not mandatory to hold reserves, it is generally considered good business practice to do so. LIFE Education 
Trust holds reserves in order to provide sufficient working capital to cover any delays between spending and receipt 
of grant income, to provide a cushion to deal with unexpected emergencies such as urgent maintenance, the cost of 
long‐term sickness absences and to build up funding for planned future capital projects. 

3. Disclosure of Reserves

A charity's purpose in reporting on its reserves is to disclose and set out why it needs to retain them at that level. 

Paragraph 55(a) of SORP 2005 requires Trustees to  include  in their Annual Report  information about their charity's 
reserves policy and the level of reserves held. In particular, trustees should: 
2.1. describe their charity's reserves policy; 
2.2. explain why they hold or do not hold reserves; 
2.3. quantify and explain the purpose of any material designated funds, and where set aside for future expenditure, 
the likely timing of that expenditure; and 
2.4. give the level of reserves at the last day of the financial year to which the report relates. 

4. Types of reserves

Unrestricted funds represent those resources which may be used towards meeting any of the charitable objects of the 
academy trust at the discretion of the trustees. 

Designated funds are part of unrestricted funds that have been set aside to be used for a particular future project or 
commitment. Although earmarked, a designated fund remains part of the unrestricted funds of the charity. This  is 
because the designation does not legally restrict the trustees’ discretion in how to apply the unrestricted funds that 
they have earmarked. 

Restricted fixed asset funds are resources which are to be applied to specific capital purposes  imposed by funders 
where the asset acquired or created is held for a specific purpose. 



Restricted general funds comprise all other restricted funds received with restrictions imposed by the funder/donor 
and include grants from the ESFA.  

5. Reserves targets

The  trustees  review  the  reserve  levels  of  the  Trust  annually.  This  review  encompasses  the  nature  of  income  and  
expenditure streams, the need to match income with commitments and the nature of reserves. The trustees expect 
to see the revenue budget for the coming financial year to be balanced within that year’s income and not to utilise 
any of the previous year’s underspend in order to balance the budget. Reserves, from any previous year’s underspend, 
may be utilised for infrastructure, academy improvement, or for urgent health and safety matters.  

The expectation is that schools maintain reserves of at least 3% of their annual GAG income. This requirement does 
not  apply  to  or  include  unrestricted  income  where  academies  have  more  freedom;  but  the  unrestricted  income  
accounts must still remain in surplus. 

This level of reserves is intended to provide sufficient working capital to cover delays between spending and receipts 
of grants and to provide a cushion to deal with unexpected emergencies such as urgent maintenance and health and 
safety concerns. 

i Contingencies 
As  an  added  measure  to  ensure  the  delivery  of  its  approved  budget,  Trustees  expect  each  Academy  allow  a  
contingency allocation equivalent to 1% of its GAG funding, to serve as a cushion to help minimise the impact of any 
financial shocks during the year. 

Trustees may also  identify  the  need  for a separate  designated  reserve  to be created  to build up a  target amount  
required for future repairs and maintenance, e.g. the 5‐yearly refurbishment cycle of the 5G Astro Turf pitch at Frances 
Bardsley Academy for Girls.  

6. Use of reserves

i Identification of appropriate use of reserve funds

The Trustees will identify the need for access to reserve funds and confirm that the use is consistent with the purpose 
of the reserve as described in this policy. This step requires analysis of the reason for any shortfall, the availability of 
any other sources of funds before using reserves and evaluation of the time period that the funds will be required and 
replenished. 

Apart from reserves, academies must hold enough capital income to cover fixed assets purchased and any imminent 
capital spend. General fund income may be used to fund capital purchases, subject to the prior approval of the Chief 
Operating Officer. 

ii Authorisation of use of reserves 

Academies are expected to forecast accurately, based on prudent assumptions. A budget may be set which requires 
the use of  reserves, but  in  such  circumstances, a  clear  commentary  is  required  in order  for  this  to be agreed by 
Trustees.  

iii Reporting and monitoring 

The trustees are responsible for ensuring that the funds are maintained and are used only as described in this policy. 
Academies are expected to forecast accurately, based on prudent assumptions.  

Where a budget deficit is expected, a clear plan must be presented showing how the academy will get back to an in‐
year surplus/breakeven position, within a reasonable period. 



Board and Committee Meetings Summary
Autumn 2021

September and November Board Meetings
● The Board approved the appointment of the Governance Professional for the academic

year and extended the terms of office for Governors at Benhurst, Margaretting, The
Bridge and Ford End.

● The Risk Register was reviewed
● The Board:

o received a presentation on the results of the Board Review and discussed next
steps.

o received an update on COVID 19
● The Board reviewed Board, Committee and LGB attendance for the previous academic

year
● The Board:

o received an update on Examinations which were centre assessed at GCSE and A
Level (at FBA) and teacher assessed at Primary. Trustees noted that it was
expected that GCSE, A Levels and SATs would return this academic year and
results would be internal and for the DfE only and would not feature in any
national performance tables.

o received and agreed the Core Offer for 2021-22 which would be completed by
Headteachers with the involvement of the Chair of Governors.

o received an update on Trust expansion
o received an update on the current financial position and CIF and TCAF bids

● The Board were updated with regards the Leadership Conference in October.
● The Policy overview was received and the Board noted KSCIE and Sexual Harassment

Guidance
● The Board approved the Trustwide Safeguarding and Child Protection policy  and the

Safeguarding and Child Protection Policy Statement
● The Board noted the Accounting Officer letter received July 2021
● The Board ratified: the appointment of Heads of School/Headteachers as ex-officio to

their respective LGBs; personnel changes at Margaretting, FBA and Ford End governors;
approved the appointment of new Governors at Benhurst, Ford End and Margaretting

● The Board discussed local tier Governance within the Trust and approved a number of
recommendations which would be consulted upon with Governors before Christmas.
The Board also confirmed the roll out of LGB reviews.

● The Board received a report on the Skills Audit and noted that Finance, HR and
Premises were the weakest areas across the Trust at the local tier.

● The Board discussed the Governor Visit Policy which, following amendments, would be
circulated alongside the consultation on the recommendations noted above.

● Minutes were received from each of the Committees and the Board approved a
Reserves Policy and agreed on a process to recruit to the co-opted vacancies on F&F
and P&P Committees.

● The Board received a Strategy Paper which would be further discussed at the Board
Strategy Day in January 2022

● The Board:
1



o approved the Financial Statements and Management Letter for 31st August 2021.
o approved the 2021-22 Revised budgets and 3 year forecasts

● The Board received feedback from the Leadership Conference which was very positive

November Finance & Facilities Committee Meeting
● The Committee received a presentation from Moore Kingston Smith (external auditors) of

the Financial Statements and Management Letter
● The Committee recommended the Financial Statements and Management letter to the

Board for approval
● The Committee:

o received and discussed the revised budgets for 2021-22 for all schools and the
Trust and recommended Board approval

o received the 3 year Financial Forecasts for all schools and the Trust and
recommended Board approval

● The Reserves Policy was discussed and recommended approval by the Board
● The Committee:

o received an update and report on the impact of Covid 19 on school finances and
on facilities management, H&S and risk management

o received the internal audit scrutiny report and internal audit reports.
● The Committee approved the internal scrutiny scope of works and timetable for the

academic year
● The Committee:

o received a CIF update and reviewed Healthchecks for Finance & Premises
o received an IT Digital Strategy update

● The Committee approved Trust policies including Charging and Remissions, Financial
Procedures Manual, Accessibility Plan and Reserves Policy

● The Committee reviewed the Risk Register and recommended the Board approve a
change in formatting.

● The Committee noted that the Land and Buildings Return had been submitted on time

September and November Pay & Personnel Committee Meeting
● The Committee:

o received an update on Teaching and Support Staff pay awards and noted that a
pay freeze had been put in place for teachers this year and pay awards for
support staff were still being negotiated with the unions.

o received and discussed the School Resource Management Self-Assessment Tool
SRMSAT Benchmarking Report

● The Committee discussed personnel issues related to Covid
● The Committee received and update on Training and Development
● The Committee discussed the co-opted vacancy on the Committee
● The Committee agreed the staff survey deadline of 30th September
● The Committee:

o approved the Discipline & Dismissal and leave of Absence policies
o approved staff pay for the CEO, Executive and Leadership inc UPR (Upper Pay

Range) staff including the withholding of individual increments
● The Committee were informed that Annual Pay Statements would be circulated
● The Committee were unable to approve the support staff pay award as negotiations were

ongoing
● The Committee:

o received a report on the Staff survey results
o received a summary on a Flexible Working Statement and Policy and approved

the Policy
● The Committee reviewed the Healthchecks
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● The Committee received a presentation on the Gender Pay Gap which showed that
whilst the trust employs more women than men there was an under representation at
senior levels.

● The Risk Register was reviewed and changes approved
● The following policies were approved, Equality and Diversity, Pay Policy, Recruitment

and Flexible Working Policy
● Succession Planning would be on the next agenda

September and November Standards Committee Meeting
● The Committee:

o received a presentation on exam results which were either centre assessed or
teacher assessed this year.

o received and reviewed the parent survey results and considered termly parent
forums with Trust Reps.

● The Committee discussed the MAT Assurance Framework findings and next steps
● The Committee approved the following policy Careers Education Guidance Policy and

Provider Access Policy
● The Committee received a report from Tony Cox Trust Safeguarding Lead on

Safeguarding and Wellbeing in the Trust.
● The Committee reviewed the Educational Leadership Structure including changes to the

Director of Education’s role to Director of Standards and School Improvement, and the
introduction of the Head of Talent and Development.  There were a number of temporary
roles in place including The IT Digital Strategy Lead

● The Committee:
o received an update from meetings held with IT Leads across the Trust,

SENDCOs and Maths and English leads
o received an update from education regulators in relation to SIAMS and Ofsted

● The Committee:
o reviewed Healthchecks
o reviewed and discussed the Curriculum Teaching & Assessment Strategy which

followed from the MAT Assurance Framework exercise that had taken place
during the summer.  The Strategy would now become a set of frameworks to
support the development of the curriculum teaching & learning and assessment in
all schools.

o reviewed the Risk Register
● The Committee approved the following policies: Admissions Policies for all schools for

2023-24, Joint Home School Agreement for Rural Primary schools
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