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THE STAFF HANDBOOK - INTRODUCTION 
 
This Staff Handbook is for all teaching and support employees and offers information on a wide 
range of subjects, related to the School and your employment.  All employees should familiarise 
themselves with its content.  
 
It is designed to help you settle in to the School by telling you a little about our background, 
objectives, the facilities, amenities and benefits open to staff, the employment policy framework 
within which we operate and the codes of conduct and safety standards required. 
 
This document will develop and change and we will endeavour to keep it up to date.  We reserve 
the right to vary the terms of the Handbook at any time, and will endeavour to give you one 
month’s notice of any variation.   
 
The contents of this Handbook do not form part of your contract of employment but you are 
required to comply with the provisions, rules and procedures set out within it.  Where there is any 
difference between the terms and conditions set out in your contract of employment or offer letter, 
and the contents of this Handbook, the terms and conditions in the contract of employment will 
prevail. 
 
We hope that you will read the Handbook in its entirety but the table of contents offers ready 
reference and will help you quickly locate those subjects in which you are particularly interested. 
 
Although it is designed to answer many of your questions, please feel free to ask any members 
of the SMT or your work colleagues about anything which remains unclear. 
 
The Head welcomes any suggestions you may have to improve the Handbook. 
 
In addition to the policies and procedures contained within this Staff Handbook, it is important 
that you also read and are aware of all other policies, rules and procedures applicable to your 
role at the School, in particular: 
 

- Child Protection Policy 
- Safeguarding Policy 
- E-safety policy 

 

These policies and procedures can be found on the School’s website.  
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WELCOME FROM THE HEAD 
 
Welcome to Barnardiston Hall. I am delighted that you are a member of staff here and I hope our 
association will be a long, happy and mutually productive one. 
 
Our aim is to provide a nurturing yet challenging education for girls and boys aged 6 months to 
13 years.  We also provide you with many opportunities to develop to the benefit of both the 
School and yourself and hope that you will respond enthusiastically to the challenges we will 
throw at you! 
 
We accept students from many different types of background and recognise that this is built very 
much on the commitment and skills of our staff. The success of the School and the well-being of 
its staff depend very largely on co-operation, trust and respect between all levels of staff and, to 
promote this, the Handbook contains information on the standards which must be maintained. 
 
I hope you will find the Handbook useful. 
 
 
 
Keith 
 
 
 
 
K A Boulter MA (Cantab) 
 
Headmaster
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SECTION A - ABOUT THE SCHOOL 
 
1. AIM OF THE SCHOOL 
 
Our aim is to provide an education for children aged 6 months – 13 years.   
 
2. THEN AND NOW 
 
The School was founded in 1959 by Mrs Kiddy as a day school for girls and boys aged 3-11 
years. It was developed further by Colonel Keith Boulter to take in boarders as well as day pupils 
and he extended the age-group to 13 years of age.  Various additional facilities were added to 
include the Pre-Prep Department, a second-floor to the Main House to extend boarding 
accommodation, the top floor of the Prep School to provide classrooms for languages and The 
Bridge, a new Music Suite and a new Art/CDT block.  We also now have an astro and another 13 
acres of grounds to add to the 16 acres we had previously.  
 
3. OUR PUPILS 
 
Our pupils are girls and boys age 6 months to 13 years both day and boarding.   Many come from 
Haverhill and the surrounding villages.  We also have a strong international boarding population 
of Chinese students.  Our school’s primary purpose is to educate and support our pupils and to 
ensure their wellbeing.  All staff will need to ensure that they are fully conversant with our child 
protection policy and that they know how to report any concerns. 
 
4. OUR SCHOOL 
 
Barnardiston Hall Preparatory School 
 
5. OUR STAFF 
 
We recognise the benefit derived from investing in people through training and development to 
constantly improve efficiency and quality of service.   
 
6. SIMPLICITY 
 
Constant attention is paid to keeping all systems as simple and straightforward as possible. 
 
7. INTEGRITY 
 
We undertake to demonstrate the highest standard of integrity in all elements of our School. 
 
8. ADMINISTRATIVE STRUCTURES 
           
The Senior Management Team 

The Senior Management Team for Barnardiston Hall comprises: 
Colonel Keith Boulter  Headmaster and Proprietor 
Mrs Rebecca Richardson Vice Principal and Head of Pre-Prep 
Mr Tom Cooper  Deputy Head and Head of Boarding 
Mrs Angela Dobson  Director of Studies 
Mr Tim Dodgson  Ex-Headmaster, History Teacher 
Mrs Angela Gregory  Bursar 
Mrs Lesley Gundersen Registrar 
 
The SMT meets weekly.  Other Sub-Committees meet as required. 
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The Head is responsible for the day-to-day running of the School in all its departments and also, 
in conjunction with the Senior Management Team, for long-term planning. 
 
Our Staff 
 
9. We depend upon our staff, each one of whom is valued for the contribution he or she makes 

to the reputation and success of the School, which we recognise by the tangible benefit of a 
50% fee reduction for their children. 
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10. ORGANISATION CHART FOR BARNARDISTON HALL PREPARATORY SCHOOL 
 

 

Teachers 

Pre-Prep Department 
 
The Nursery    6mths-3 years  Mrs C Williams BSc (Hons) Diploma Level 3 (Deputy Manager) 

   Miss R Argent CACHE Level 3 

     Mrs S Bezent Diploma Level 3 

     Miss A Goody Diploma Level 3 

     Miss J Hart Diploma Level 2 

     Mrs E Hatfield Diploma Level 4  

     Miss A Hughes Diploma Level 3 (Maternity Leave) 

     Miss C Jeggo Diploma Level 3 

     Mrs R Blythe 

     Mrs L Rawlins Diploma Level 2 (Bank) 

          

Class 1  3-4 years  Mrs A Tuer NNEB (Early Years’ Coordinator) 

     Miss A Grandinetti Diploma Level 5  

     Mrs K Bagley Diploma Level 5 

 

Class 1 Assistant    Miss A Pass Diploma Level 3 

 

Class 2  4-5 years  *Mrs L Ecuyer BA (Hons) QTS   

 

Class 3  5-6 years   Mrs R Richardson BA (Hons)  

 

Class 3 Classroom Assistant  Miss C Tuer Diploma Level 5 

      

Class 4  6-7 years  Mrs A Wilcox BEd QTS    

 

Class 4 Classroom Assistant  Mrs J Hall NNEB  

       

Prep School 
 

Form  I 7-8 years  Mrs R Cooper MA, BA (Hons), DELTA, CELTA (Head of English) 

 

Form II 8 - 9 Years  Mrs A Dobson MA (Cantab) PGCE (Head of IT) 

      

Form  III 9-10 years  *Mr T Cooper MEd BA (Hons) PGCE 

 

Form  IV 10-11 years  Mr D Gamble BSc (Hons) QTS (Head of PSHE) 

    *Miss S Wells BSc (Hons) (Science and Maths) 

      

Form  V  11-12 years       Mrs A D’Arcy-Hulusi BA (Hons) PGCE TEFL (Head of French) 

    Mr H Wilcox BA (Hons) PGCE (Head of Sport) 

     

Form  VI 12-13 years  Mr T Dodgson BA (Hons) PGCE (Head of History and RS) 

    Mr P Conway MA PGCE Dip NSVM (Head of DT, Head of            

   Malcolm House) 

      

Other Subject Teachers 
 

Art     Mrs L MacRae BA (Hons) PGCE  (Head of Art) 

DT     Mrs T Knee NNEB 

Geography    Mrs G Dowsett BA (Hons) (Head of Geography)  

Music    Mr L Ottevanger MA (Cantab), (Head of Music) 

Sport    Mrs V White MEd 

Latin    Mrs E White BSc (Hons) QTS (Head of Latin) 

    *Mr M Jacques MTheol (Hons) CELTA 
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The Bridge – Specialist Learning Centre   
 

SENCO    Mrs L Stark MEd PGCE (Maternity Leave) 

    Mrs P Harvey-Samuel  
 

Learning Support Assistants  Mrs E Cornish 

     Mrs A Mansfield 

     Mrs M Statham 

     Mrs J Thompson BSc 

     Miss R Todd 

 

EFL     *Mr M Jacques MTheol (Hons) CELTA 

ESOL     Miss E John Cert CELTA     
 

Extra-Curricular Teaching 
 

Brass     Mr C Matthews LLCM 

Cello     Mr R Brown GLCM, LVCM, AVCM 

Dance     Mrs J Oakley BA (Hons) RTS RAD 

Drums     Mr J Randall 

Gymnastics    Mrs A Gregory BAGA Coach, Mrs J Humphreys BAGA Coach 

Hockey/Cricket Coach   Mr M Surridge, PGCE,  

Hockey Coach    Mr J Herod Level 2 Hockey Coach 

Judo     Mr D Etchells-Butler BJA Coach BA (Hons) MA, Adv Dip Ed PGCE  

Piano     Mr L Ottevanger MA (Cantab) 

Piano/Woodwind    Mr C Charlesworth BA (Hons)   

Singing      Mrs P Anderson BA (Hons) 

Speech and Drama   Miss S Tucker BA (Hons) LAMDA 

Tennis     Mr R Jeffs LTA Coach 

Violin     Mrs R Sokolowski AGSM, PGCE, Mrs N Pakenham GRSM PGCE 
 

Secretarial Staff 
 

Accountant    Mrs J Basham MAAT 

Accounts Assistant   Mrs T Knee 

Bursar’s Assistant   Mrs K Egan 

School Secretary    Mrs C Fuller 

Transport Control Officer   *Mr G Sampson 

IT Technician    Mr R Manning (plus Maintenance) 
 

Additional Medical/Pastoral Staff 
 

Doctor     Dr N Selby GP 

Sanatorium    Mrs S Durrant RGN 

Matron      Mrs D Clifton   

House Staff    Mrs D Bavester, Mrs H Hart  

Gap Students    *Mr H Addison  
 

Catering Staff   
 

Head Cook     Mrs R Whitehead 

Weekend/Evening Cooks   Mrs E Dodgson BEd (Hons), Mrs L Missen 

Kitchen  Assistants   Miss G Butterfield, Mrs S Wiseman, Mr J Hazard 
 

Maintenance Department  Mr  G Sampson  

     Mr M Hand (Painter) 

 Mr D Coote (Grounds) 
 

Cleaners    Mrs C Argent, Mr J Blythe,  Mrs Y Yang  
 

Laundry    Mrs D Bavester, Mrs P Turner 

 

* Staff with House Duties 
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FINDING YOUR WAY AROUND 
 
 
Barnardiston Hall Preparatory School, Barnardiston, Nr Haverhill, Suffolk. CB9 7TG  
Telephone: 01440 786316    Fax: 01440 786355   
Website: www.barnardiston-hall.co.uk 
 
 
 
Postal Service 
 
Incoming post is received during the School day to the School Office.  Post for staff is left in 
pigeon holes in the School Office.   
 
Outgoing post is collected during the day and any items for posting can be left with the School 
Office.   
 
Requirements for special deliveries, including recorded and registered post, proof of delivery, 
Datapost and courier services should be directed to Mrs Fuller in the School Office. 
  
Telephones 
 
Staff can be issued with codes to enable them to make outgoing calls from any telephone within 
the School.  These calls will be charged at normal rates and staff can ask Mrs Fuller for a code 
at any time. 
 
Office Equipment and Supplies 
 
A fax machine is available in the School Office. 
 
Photocopiers are situated in the Reprographics Room (opposite the School Library) and a 
shredder for sensitive documents is located in the School Office.   
 
Classrooms are equipped with interactive whiteboards and Mr Roy Manning can demonstrate 
their use.  Any breakdowns or faults should be reported to Mrs Angela Gregory in the Bursar’s 
Office (extension 204).   
 
Full-time teachers will be issued with a laptop for teaching. Other staff will have login access to 
shared desktop or laptop computers as required.  
 
Stationery and office materials can be requested from Mrs Egan in the Bursar’s Office which is 
located opposite the House Kitchen. 
 
 
Reception 
 
All visitors must be directed to and collected from Reception in the School Office. 
 
All visitors must sign in and sign out.  
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12.  PLAN OF BARNARDISTON HALL PREP SCHOOL 
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12. BARNARDISTON HALL AND THE COMMUNITY 
 
The School acknowledges its responsibilities to the community in a tangible way through 
supporting a range of community activities including encouraging staff to involve themselves in 
local social and sporting events. 
 
The School runs its annual Carol Service at Long Melford, to which members of the public are 
invited. The pupils sing annually to the Blind Group in Haverhill and have been invited to sing at 
various local events including one in support of Guide Dogs for the Blind.  
 
We also contribute towards the success of local charities (such as the Haverhill Food Bank) 
through participation in their activities. 
 
The School endeavours to be a ‘good neighbour’ through applying our well-developed 
environmental policies which commit us to taking all reasonable precautions to ensure that our 
activities have no adverse effects.   
 
We comply with all legal requirements and seek to exceed minimum standards where possible, 
protecting the air, land and water from any sort of pollution through the careful control of noise, 
waste and energy. We rely on the full co-operation of our staff to maintain and improve our 
standards in such respects. 
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SECTION B - SCHOOL FACILITIES AND AMENITIES 

 
Further details of the following are available from Angela Gregory (Bursar) 
 
1. CATERING SERVICES 
 
Hot and Cold drinks are available from the House Kitchen and the School Dining Hall.  Meals 
may be obtained from the Dining Hall during normal meal times.  
 
2. PERSONAL PROPERTY AND VEHICLES 
 

Whilst the School will take all reasonable precautions, it regrets that it is unable to accept 
responsibility for personal property, including vehicles brought onto the site. Valuables should 
not be brought to work and you should keep essential belongings with you.   
 
Lost and found property should be reported immediately to the School Office.   
 
Staff car parking is available in the large car-park at the back of the School in various zones 
which are individually attached to staff.  Vehicles must not be parked in any place within the 
School grounds other than that which has been allocated for the purpose. 
Vehicles must be driven with great care on the School site and due regard must be paid to 
notices displayed in this respect and to other traffic and pedestrians. Speed limits should be 
observed at all times. 
 

3. SPORTING AND SOCIAL ACTIVITIES 
 
Staff may use the Tennis Courts, the astro and the sports fields when they are not being used by 
pupils. 
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SECTION C – GENERAL 

 

1. PENSIONS 
 

The School abides by all relevant pension regulations and thus, where applicable, staff will be 
auto-enrolled into a suitable pension scheme and make at least the minimum contribution 
required by the regulations and the scheme.   

 

2. TEACHER’S PENSIONS 
 

If you are eligible for membership of the Teachers’ Pension Scheme, then this scheme will be 
used as the default scheme for auto-enrolment.  If you wish to opt out, you must inform Mrs 
Angela Gregory in writing.  Details are available from Mrs Gregory in the Bursar’s Office. 

3. PENSION PLANS FOR OTHER STAFF 
 
The School operates the Government-run Workplace Pension Scheme, NEST.  If you are eligible, 
you will automatically be enrolled.  Once enrolled, you will be sent details of the pension and how 
to opt out if you wish. 
 
 

4. SCHOOL FEES REMISSION 
 
Employees who have children who are eligible to attend the School, and who have satisfied the 
entry criteria as set out in the School’s Admissions procedure and awarded a place, may receive 
fee concessions.  Mrs Gregory (Bursar) can advise. 
 
Fee concessions are granted at the absolute discretion of the Headmaster and are subject to 
amendment or withdrawal.   
 
 

5. OUTSIDE INTERESTS 
 
You are expected to be loyal to the stated aims and objectives of the School and may not engage 
in any outside activities or undertake any additional work, whether paid or unpaid, which in the 
reasonable view of the Headmaster might conflict with the School’s interests or might interfere 
with the efficient discharge of your duties without the written consent of the Headmaster.    
 
 
 

6. RIGHT OF SEARCH 
 
In the interests of security, you are required to agree, on request from any authorised person, to 
a search of your outer clothing, bag and vehicle. Failure to give such permission may result in 
disciplinary action. 
 

7. CHANGE OF TERMS 
 
The content of this Handbook is for guidance only, although it applies to all employees.  It is non-
contractual (unless stated otherwise) and, in the case of conflict, your contract of employment will 
usually take precedence.  The School reserves the right to vary this Handbook at any time and 
will endeavour to give you one month’s notice of any variation. 
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8. EXPENSES 
 
Barnardiston Hall Preparatory School will refund all expenses incurred by staff undertaking wholly 
and exclusively School business according to the following principles and in accordance with the 
School’s Expenses Policy: 
 

 Prior permission for the expenditure must have been granted by the Headmaster or 
Bursar. 
 

 Employees should neither gain nor lose. 
 

 Reimbursement will be made in accordance with the requirements of the Inland Revenue 
and the School’s auditors. 

 
The reimbursement of expenses must be authorised by the Headmaster or Bursar and is subject 
to the production of satisfactory receipts. 
  
Travel 
 
Provided it has been cleared with the Bursar or the Headmaster, employees are insured, under 
the School’s Occasional Business Use Insurance Policy to use their own vehicles for travel on 
School business and to transport pupils of Barnardiston Hall. 
 

 Mileage rates are available from the Bursary. 
 

 Mileages should be based on the distance between the School and destination, or home 
and destination, if less. 
 

Rail travel should be by Standard class. 
 
 
Telephones 
 
Staff may use the hand-held telephone in the School Office at any time. 
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SECTION D – REGULATORY REQUIREMENTS AND OBLIGATIONS  
 

1. CHILD PROTECTION - INDUCTION AND TRAINING 

 

The School supports its staff and volunteers who work with children in providing them with 

appropriate training to carry out their individual responsibilities for child protection effectively. New 

staff will be made aware of the School’s arrangements for safeguarding and child protection and 

their own responsibilities with regard to safeguarding the welfare of pupils at the School. 

Induction training for staff will include: 

 Definitions and signs and indicators of physical, emotional, sexual abuse and neglect, 

plus other specific safeguarding issues, for example, so-called ‘honour based violence’, 

child sexual exploitation, peer on peer abuse (including child on child sexual violence and 

sexual harassment), forced marriage, female genital mutilation, radicalisation and 

bullying, including cyberbullying. 

 A copy of the School’s Child Protection Policy (including the Staff Behaviour Policy, and 

the School’s Whistleblowing Policy) which will provide staff with the identity and contact 

details of the School’s designated safeguarding lead and his/her deputy, plus information 

on the School’s procedures for reporting abuse and allegations of abuse. 

 Part One of the statutory guidance ‘Keeping Children Safe in Education’ 2018 which all 

staff must read. All senior members of staff and those staff working directly with children 

will also be required to read Annex A and Part 5 of Keeping Children Safe in Education in 

addition to Part One.  The Staff Behaviour Policy, including the School’s whistleblowing 

procedure and e-safety policy, staff/pupil relationships and communications including the 

use of social media. 

 The safeguarding response to children who go missing from education. 

Copies of the documents referred to above are all available on the School website. 

All staff and volunteers are required to attend regular refresher training in line with advice from 

the School's local Safeguarding Children’s Noard. In addition, all staff receive safeguarding and 

child protection updates as required, but at least annually, to provide them with relevant skills and 

knowledge to safeguard children effectively.  The designated persons will receive training every 

two years in order to provide them with the knowledge and skills to carry out their role. In addition 

to their formal training, the designated persons should update their knowledge and skills (for 

example via e-bulletins, meeting other designated safeguarding leads, or taking time to read and 

digest safeguarding developments), at regular intervals, but at least annually, to keep up with any 

developments relevant to their role.  

2. DISQUALIFICATION UNDER THE CHILDCARE ACT 2006 
 

The Childcare (Disqualification) and Childcare (Early Years Provision Free of Charge) (Extended 

Entitlement) (Amendment) Regulations 2018 (“the Regulations”) provide that a person who is 

disqualified under the Regulations may not provide relevant childcare or be directly involved in 

the management of such provision. Further, the Regulations provide that we are prohibited from 

employing a disqualified person in connection with relevant childcare provision and it is an offence 

to knowingly employ such an individual.  
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Disqualification means disqualification from providing childcare. The list of criteria for 

disqualification is long (the full version can be seen in the DfE guidance which can be accessed 

via the following link:  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/fi

le/719794/Disqualification_under_the_childcare_act_July2018.pdf) but the highlights are as 

follows: 

a. Inclusion on the Disclosure and Barring Service (DBS) Children’s Barred List. 

b. Being found to have committed certain violent and sexual criminal offences against 

children and adults which are referred to in Regulation 4 and Schedules 2 and 3 

of the Regulations. 

c. Certain orders made in relation to the care of children which are referred to in 

Regulation 4 and listed at Schedule 1 of the Regulations.  

d. Refusal or cancellation of registration relating to childcare, or children’s homes, or 

being prohibited from private fostering, as specified in Schedule 1 of the 

Regulations. 

e. Being found to have committed an offence overseas which would constitute an 

offence regarding disqualification under the Regulations if it had been committed 

in any part of the United Kingdom.  

The disqualification requirements apply to the following staff: 

 Early Years’ Provision - any member of staff who provides any care for a child up 

to and including reception age. This includes breakfast clubs, lunchtime 

supervision and after-school care provided by the School both during and outside 

of school hours for this Early Years’ age-range. 

 Later Years’ provision, for children under 8 – save that the Regulations do not 

apply to education or supervised activity for children above reception age during 

school hours or in after-school or extra-curricular educational clubs. However, the 

Regulations do apply to before school settings, such as breakfast clubs, and after 

school provision that would constitute childcare.   

 The Regulations also apply to staff who are directly concerned in the management 

of either the Early or Later Years’ provision in that setting. We are required to use 

our judgement to determine who is covered (but it will include the Headmaster and 

may also include other members of the School’s Senior Management Team and 

any manager, supervisor, leader or volunteer responsible for the day-to-day 

management of the provision). 

In order to demonstrate compliance with the Regulations, it is important that we make you aware 

of the legislation. 

With this in mind, you must inform the Headmaster immediately of any circumstance which may 

impact on your suitability to work with children in accordance with the Regulations. You will be 

required to complete an annual self-declaration form to ensure that the information we hold in this 

regard is up to date.  



 

15 

Any failure to disclose such information may be treated as a disciplinary matter in accordance 

with the School’s Disciplinary Procedure. If you are unsure as to whether you are covered by the 

Regulations or whether a disclosure is required, you must seek guidance from the Headmaster 

or Registrar. 

3. DISCLOSURE OF CIRCUMSTANCES IMPACTING ON YOUR SUITABILITY TO WORK 

WITH CHILDREN 

 

In addition, staff are required to notify the School immediately if there are any reasons why they 

should not be working with children. You must immediately disclose to the Headmaster: 

 

 Any circumstances in which you are cautioned for, convicted of or charged with a 

criminal offence. 

 Any circumstances impacting on your suitability to work with children. 

 Any medical conditions or medication that may impact on your suitability to work with 

children and/or the safety of pupils and/or staff generally. 

 

A failure to make such a disclosure may be considered a disciplinary matter and could lead to 

dismissal. If you are unsure whether a particular circumstance impacts on your suitability to work 

with children, you must seek guidance from the Headmaster. 

 

 

4. DATA PROTECTION POLICY 

 

SCOPE 

 

This policy applies to the personal information of job applicants and current and former staff, 

including employees, workers, volunteers, apprentices and contractors (collectively referred to as 

“staff” for the purposes of this Policy). 

 

Staff should refer to the School’s privacy notices and, where appropriate, to its other relevant 

policies including in relation to the use of internet, email and communications, social media, 

information security, data retention and bring your own device (BYOD (contained within the e-

safety policy)), which contain further information regarding the protection of personal information 

in those contexts. 

 

We will review and update this policy in accordance with our data protection obligations. It does 

not form part of any employee’s contract of employment and we may amend, update or 

supplement it from time to time.  

 

You must read this policy because it gives important information about. 

 The data protection principles with which the School must comply; 

 Your data protection obligations. 

 What is meant by personal information (or data) and sensitive personal information (or 

data). 

 How we gather, use and (ultimately) delete personal information and sensitive personal 

information in accordance with the data protection principles. 
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 Where more detailed privacy information can be found e.g. about the personal information 

we gather and use about you, how it is used, stored and transferred, for what purposes, 

the steps taken to keep that information secure and for how long it is kept. 

 Your rights and obligations in relation to data protection. 

 The consequences of failure to comply with this policy. 

 

It is important that you read and understand this policy.  

 

INTRODUCTION 

 

The School obtains, keeps and uses personal information (also referred to as data) about job 

applicants and about current and former employees, workers, contractors, volunteers and 

apprentices for a number of specific lawful purposes, as set out in the School’s Staff Privacy 

Notice which can be found in this Staff Handbook. 

 

We also obtain, keep and use personal information about pupils, their families, alumni and 

suppliers of the School. The detail relating to how we collect and process that information is set 

out within our privacy notices, copies of which can be viewed on our website.    

 

This policy sets out how we comply with our data protection obligations and seek to protect 

personal information relating to our workforce. Its purpose is also to ensure that staff understand 

and comply with the rules governing the collection, use and deletion of personal information to 

which they may have access in the course of their work. 

 

The School’s Data Protection Officer (DPO), Keith Boulter, supported by the Deputy Head, Tom 

Cooper, responsible for informing and advising the School and its staff on its data protection 

obligations and for monitoring compliance with those obligations and with the School’s policies. 

If you have any questions or comments about the content of this policy or if you need further 

information, you should contact the DPO either in person, by email (kab@barnardiston-hall.co.uk) 

or by phone (07795 962690).   

Lesley Gundersen (Registrar) assists the DPO with data protection compliance within the School. 

If you have any questions or comments about the content of this policy or if you need further 

information, you can contact Lesley in the School Office.   

 

DEFINITIONS 

 

The following definitions shall apply to this policy: 

“criminal records information” means personal information relating to criminal convictions and 

offences, allegations, proceedings, and related security measures; 

“data breach” means a breach of security leading to the accidental or unlawful destruction, loss, 

alteration, unauthorised disclosure of, or access to, personal information; 

“data subject” means the individual to whom the personal information relates; 

“personal information” (sometimes known as personal data) means information relating to an 

individual who can be identified (directly or indirectly) from that information; 

“processing information” means obtaining, recording, organising, storing, amending, 

retrieving, disclosing and/or destroying information, or using or doing anything with it; 

“pseudonymised” means the process by which personal information is processed in such a way 

that it cannot be used to identify an individual without the use of additional information, which is 

mailto:kab@barnardiston-hall.co.uk
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kept separately and subject to technical and organisational measures to ensure that the personal 

information cannot be attributed to an identifiable individual; and  

“sensitive personal information” (sometimes known as ‘special categories of personal data’ or 

‘sensitive personal data’) means personal information about an individual’s race, ethnic origin, 

political opinions, religious or philosophical beliefs, trade union membership (or non-

membership), genetics information, biometric information (where used to identify an individual) 

and information concerning an individual’s health, sex life or sexual orientation. 

 

DATA PROTECTION PRINCIPLES 

 

The School will comply with the following data protection principles when processing personal 

information: 

 We will process personal information lawfully, fairly and in a transparent manner. 

 We will collect personal information for specified, explicit and legitimate purposes only, 

and we will not process it in a way that is incompatible with those legitimate purposes. 

 We will only process the personal information that is adequate, relevant and necessary 

for the relevant purposes. 

 We will keep accurate and up to date personal information, and take reasonable steps to 

ensure that inaccurate personal information is deleted or corrected without delay. 

 We will keep personal information for no longer than is necessary for the purposes for 

which the information is processed. 

 We will take appropriate technical and organisational measures to ensure that personal 

information is kept secure and protected against unauthorised or unlawful processing, and 

against accidental loss, destruction or damage. 

 

BASIS FOR PROCESSING PERSONAL INFORMATION 

 

In relation to any processing activity, we will, before the processing starts for the first time, and 

then regularly while it continues: 

 Review the purposes of the particular processing activity, and select the most appropriate 

lawful basis (or bases) for that processing, i.e.: 

o that the data subject has consented to the processing; 

o that the processing is necessary for the performance of a contract to which the 

data subject is party or in order to take steps at the request of the data subject 

prior to entering into a contract; 

o that the processing is necessary for compliance with a legal obligation to which 

the School is subject; 

o that the processing is necessary for the protection of the vital interests of the data 

subject or another natural person; 

o that the processing is necessary for the performance of a task carried out in the 

public interest or exercise of official authority; or 

o that the processing is necessary for the purposes of legitimate interests of the 

School or a third party, except where those interests are overridden by the 

interests of fundamental rights and freedoms of the data subject. 

 Except where the processing is based on consent, satisfy ourselves that the processing 

is necessary for the purpose of the relevant lawful basis (ie that there is no other 

reasonable way to achieve that purpose). 

 Document our decision as to which lawful basis applies, to help demonstrate our 

compliance with the data protection principles. 
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 Include information about both the purposes of the processing and the lawful basis for it 

in our relevant privacy notice(s). 

 Where sensitive personal information is processed, also identify a lawful special condition 

for processing that information (see ‘Sensitive Personal Information’ section below) and 

document it. 

 Where criminal offence information is processed, also identify a lawful condition for 

processing that information and document it. 

 

When determining whether the School’s legitimate interests are the most appropriate basis for 

lawful processing, we will: 

 Conduct a legitimate interests assessment (LIA) and keep a record of it, to ensure that we 

can justify our decision. 

 If the LIA identifies a significant privacy impact, consider whether we also need to conduct 

a data protection impact assessment (DPIA). 

 Keep the LIA under review, and repeat it if circumstances change. 

 Include information about our legitimate interests in our relevant privacy notice(s). 

 

SENSITIVE PERSONAL INFORMATION 

 

The School may from time to time need to process sensitive personal information. We will only 

process sensitive personal information if: 

 We have a lawful basis for doing so as set out above, eg it is necessary for the 

performance of the employment contract to comply with the School’s legal obligations or 

for the purposes of the School’s legitimate interests. 

 One of the special conditions for processing sensitive personal information applies eg: 

o The data subject has given explicit consent. 

o The processing is necessary for the purposes of exercising the employment law 

rights or obligations of the School or the data subject. 

o The processing is necessary to protect the data subject’s vital interests, and the 

data subject is physically incapable of giving consent. 

o Processing relates to personal data which is manifestly made public by the data 

subject. 

o The processing is necessary for the establishment, exercise or defence of legal 

claims. 

o The processing is necessary for reasons of substantial public interest. 

 

Before processing any sensitive personal information, staff must notify the DPO or member of 

the SMT of the proposed processing, in order that they may assess whether the processing 

complies with the criteria noted above. 

 

Sensitive personal information will not be processed until: 

 The assessment referred to above has taken place and 

 The individual has been properly informed (by way of a privacy notice or otherwise) of the 

nature of the processing, the purposes for which it is being carried out and the legal basis 

for it. 

 

The School’s privacy notices set out the types of sensitive personal information that the School 

processes, what it is used for and the lawful basis for the processing. 
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CRIMINAL RECORDS INFORMATION 

 

All members of staff are required to hold a current enhanced DBS. 

 

DATA PROTECTION IMPACT ASSESSMENTS (DPIA) 

 

Where processing is likely to result in a high risk to an individual’s data protection rights (eg where 

the School is planning to use a new form of technology), we will, before commencing the 

processing, carry out a DPIA to assess: 

 Whether the processing is necessary and proportionate in relation to its purpose. 

 The risks to individuals and 

 What measures can be put in place to address those risks and protect personal 

information. 

Before any new form of technology is introduced, the manager responsible should contact the 

DPO in order that a DPIA can be carried out. 

 

DOCUMENTATION AND RECORDS 

 

We will keep written records of processing activities which are high risk, ie which may result in a 

risk to individuals’ rights and freedoms or involve sensitive personal information or criminal 

records information, including: 

 The purposes of the processing. 

 A description of the categories of individuals and categories of personal data. 

 Categories of recipients of personal data. 

 Where possible, retention schedules and 

 Where possible, a description of technical and organisational security measures. 

 

If we process sensitive personal information or criminal records information, we will keep written 

records of: 

 The relevant purpose(s) for which the processing takes place, including (where required) 

why it is necessary for that purpose. 

 The lawful basis for our processing and 

 Whether we retain and erase the personal information in accordance with our policy 

document and, if not, the reasons for not following our policy. 

 

We will conduct regular reviews of the personal information we process and update our 

documentation accordingly.  

 

 

PRIVACY NOTICES 

 

The School will issue privacy notices from time to time, informing you about the personal 

information that we collect and hold relating to you, as well as our parents and pupils, how you 

can expect your personal information to be used and for what purposes.  Our Privacy Notices can 

be viewed on the School Website. 
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We will take appropriate measures to provide information in privacy notices in a concise, 

transparent, intelligible and easily accessible form, using clear and plain language. 

 

It is important that you read and comply with the School’s privacy notices.  

 

INDIVIDUAL RIGHTS 

 

You have a number of rights in relation to your personal information which are set out within the 

Staff Privacy Notice which can be found in this Staff Handbook. If you wish to exercise any of 

these rights, please contact the DPO or Lesley Gundersen, Registrar.  

 

INDIVIDUAL OBLIGATIONS 

 

Individuals are responsible for helping the School keep their personal information up to date. You 

should let the School Office and Bursar’s Office know if the information you have provided to the 

School changes, for example if you move house or change details of the bank or building society 

account to which you are paid. 

 

You may have access to the personal information of other members of staff, pupils, parents, 

suppliers and contractors of the School in the course of your employment or engagement. If so, 

the School expects you to help meet its data protection obligations to those individuals. For 

example, you should be aware that they also enjoy the rights set out above. 

 

If you have access to personal information, you must: 

 Only access the personal information that you have authority to access, and only for 

authorised purposes. 

 Only allow other staff to access personal information if they have appropriate 

authorisation. 

 Only allow individuals who are not School staff to access personal information if you have 

specific authority to do so from the DPO. 

 Keep personal information secure (e.g. by complying with rules on access to premises, 

computer access, password protection and secure file storage and destruction and other 

precautions set out in the School’s policies.   

 Not remove personal information, or devices containing personal information (or which 

can be used to access it), from the School’s premises unless appropriate security 

measures are in place (such as pseudonymisation, encryption or password protection) to 

secure the information and the device and 

 Not store personal information on local drives or on personal devices, and comply with 

the School’s Bring Your Own Device to Work Policy. 

 

You should contact the DPO or Lesley Gundersen if you are concerned or suspect that one of 

the following has taken place (or is taking place or likely to take place): 

 Processing of personal data without a lawful basis for its processing or, in the case of 

sensitive personal information, without one of the conditions set out above under the 

heading ‘Sensitive Personal Information’ being met. 

 Any data breach as set out under the heading ‘Data Breaches’ below. 

 Access to personal information has been enabled without proper authorisation. 

 Personal information not kept or deleted securely. 
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 Removal of personal information, or devices containing personal information (or which 

can be used to access it), from the School’s premises without appropriate security 

measures being in place. 

 Any other breach of this Policy or of any of the data protection principles set out under the 

heading ‘Data Protection Principles’ above. 

 

Failure to comply with the above obligations could result in disciplinary action being taken.  

 

INFORMATION SECURITY 

The School will use appropriate technical and organisational measures in accordance with the 

School’s policies to keep personal information secure, and in particular to protect against 

unauthorised or unlawful processing and against accidental loss, destruction or damage.  

 

These may include: 

 making sure that, where possible, personal information is pseudonymised or encrypted; 

 ensuring the ongoing confidentiality, integrity, availability and resilience of processing 

systems and services; 

 ensuring that, in the event of a physical or technical incident, availability and access to 

personal information can be restored in a timely manner; and 

 a process for regularly testing, assessing and evaluating the effectiveness of technical 

and organisational measures for ensuring the security of the processing. 

 

Where the School uses external organisations to process personal information on its behalf, 

additional security arrangements need to be implemented in contracts with those organisations 

to safeguard the security of personal information. In particular, contracts with external 

organisations must provide that: 

 the organisation may act only on the written instructions of the School; 

 those processing the data are subject to a duty of confidence; 

 appropriate measures are taken to ensure the security of processing; 

 sub-contractors are only engaged with the prior consent of the School and under a written 

contract; 

 the organisation will assist the School in providing subject access and allowing individuals 

to exercise their rights under the GDPR; 

 the organisation will assist the School in meeting its GDPR obligations in relation to the 

security of processing, the notification of data breaches and data protection impact 

assessments; 

 the organisation will delete or return all personal information to the School as requested 

at the end of the contract; and 

 the organisation will submit to audits and inspections, provide the School with whatever 

information it needs to ensure that they are both meeting their data protection obligations, 

and tell the School immediately if it is asked to do something infringing data protection 

law. 

 

Before any new agreement involving the processing of personal information by an external 

organisation is entered into, or an existing agreement is altered, the relevant staff must seek 

approval of its terms by the DPO. 
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STORAGE AND RETENTION OF PERSONAL INFORMATION 

 

Personal information (and sensitive personal information) will be kept securely in accordance with 

the Schools Confidentiality and Information Sharing Policy. 

 

Personal information (and sensitive personal information) should not be retained for any longer 

than necessary. The length of time over which data should be retained will depend upon the 

circumstances, including the reasons why the personal information was obtained. Staff should 

follow the School’s Record Management Policy which sets out the relevant retention period, or 

the criteria that should be used to determine the retention period or ask advice from the School 

Office or DCO.  

 

Personal information and sensitive personal information that is no longer required will be deleted 

permanently from our information systems and any hard copies will be destroyed securely.  

 

DATA BREACHES 

 

A data breach may take many different forms, for example: 

 loss or theft of data or equipment on which personal information is stored; 

 unauthorised access to, or use of, personal information either by a member of staff or third 

party; 

 loss of data resulting from an equipment or systems (including hardware and software) 

failure; 

 human error, such as accidental deletion or alteration of data; 

 unforeseen circumstances, such as a fire or flood; 

 deliberate attacks on IT systems, such as hacking, viruses or phishing scams; and 

 ‘blagging’ offences, where information is obtained by deceiving the organisation which 

holds it. 

 

If you become aware of a data breach, you must report it to the DPO as soon as possible. Failure 

to comply with this obligation could result in disciplinary action being taken.  

 

The School will: 

 make the required report of a data breach to the Information Commissioner’s Office 

without undue delay and, where possible within 72 hours of becoming aware of it, if it is 

likely to result in a risk to the rights and freedoms of individuals; and 

 notify the affected individuals, if a data breach is likely to result in a high risk to their rights 

and freedoms and notification is required by law.. 

 

INTERNATIONAL TRANSFERS 

 

The School may transfer personal information outside the European Economic Area (EEA) (which 

comprises the countries in the European Union and Iceland, Liechtenstein and Norway) to [insert 

name of country] on the basis [that that country, territory or organisation is designated as having 

an adequate level of protection OR that the organisation receiving the information has provided 

adequate safeguards by way of [binding corporate rules OR standard data protection clauses OR 

of compliance with an approved code of conduct]  Information will be transferred using a secure 

system such as Egress Switch. 
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TRAINING 

The School will ensure that staff are adequately trained regarding their data protection 

responsibilities. Individuals whose roles require regular access to personal information, or who 

are responsible for implementing this policy or responding to subject access requests under this 

policy, will receive additional training to help them understand their duties and how to comply with 

them. 

 

CONSEQUENCES OF FAILING TO COMPLY 

The School takes compliance with this policy very seriously. Failure to comply with the policy: 

 puts at risk the individuals whose personal information is being processed; 

 carries the risk of significant civil and criminal sanctions for the individual and the School; 

and 

 may, in some circumstances, amount to a criminal offence by the individual. 

 

Because of the importance of this policy, an employee’s failure to comply with any requirement 

of it may lead to disciplinary action under our procedures, and this action may result in dismissal 

for gross misconduct. If a non-employee breaches this policy, they may have their contract 

terminated with immediate effect. 

 

If you have any questions or concerns about anything in this policy, do not hesitate to contact the 

DPO or the Registrar. 

 

 

5. STAFF PRIVACY NOTICE 

WHAT IS THE PURPOSE OF THIS DOCUMENT?   

The School is committed to protecting the privacy and security of your personal information. 

This privacy notice describes how we collect and use personal information about you during 

and after your working relationship with us.  

 

The School is a “data controller”. This means that we are responsible for deciding how we hold 

and use personal information about you. We are required under data protection legislation to 

notify you of the information contained in this privacy notice. 

 

This notice applies to current and former employees, workers, volunteers, apprentices and 

contractors. It does not form part of any contract of employment or other contract to provide 

services. We may update this notice at any time. 

 

It is important that you read this notice and any other privacy notice we may provide on specific 

occasions when we are collecting or processing personal information about you, so that you are 

aware of how and why we are using such information. You are also required to read and comply 

with the School’s privacy notices applicable to parents, pupils, and suppliers which can be found 

in Policy files held in the Nursery, Pre-Prep Department or the School Office. All Policies are 

available to read on the School website. 

 

DATA PROTECTION PRINCIPLES  

We will comply with the data protection principles when gathering and using personal 
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information, as set out in the Data Protection Policy in this Staff Handbook.   

 

THE KIND OF INFORMATION WE HOLD ABOUT YOU   

Personal data, or personal information, means any information about an individual from which 

that person can be identified. It does not include data where the identity has been removed 

(anonymous data). 

 

There are “special categories” of more sensitive personal data which require a higher level of 

protection.  

 

We will collect, store, and use the following categories of personal information about you: 

  

 Personal contact details such as your name, title, addresses, telephone numbers and 

personal email addresses; 

 Date of birth; 

 Gender; 

 Marital status and dependants; 

 Next of kin and emergency contact information; 

 National Insurance number; 

 Employment contract information; 

 Bank account details, payroll records and tax status information; 

 Salary, annual leave, pension and benefits information; 

 Start date; 

 Location of employment or workplace; 

 Recruitment information (including copies of right to work documentation, references and 

other information included in a CV or cover letter or as part of the application process);  

 Employment records (including job titles, work history, working hours, training records and 

professional memberships);  

 Performance information; 

 Disciplinary and grievance information; 

 Details of your time and attendance records; 

 Information in applications you may make for other positions within the School; 

 Information about your use of our information and communications systems; 

 Your use of public social media (only in very limited circumstances, to check specific risks 

for specific functions within the School; you will be notified separately if this is to occur); 

 Details in references about you we give to others;  

 Remuneration and benefit package history; 

 Copy of driving licence; 
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 CCTV footage 

 Photographs 

We may also collect, store and use the following “special categories” of more sensitive personal 

information: 

 

 Information about your health, including any medical condition, health and sickness 

records. 

 Information about criminal convictions and offences, including the results of Disclosure 

and Barring Service (DBS) checks. 

 Information about your race or ethnicity, religious or similar beliefs and sexual orientation. 

 

HOW IS YOUR PERSONAL INFORMATION COLLECTED?   

 

We collect personal information about employees, workers, volunteers, apprentices and 

contactors through the application and recruitment process, either directly from candidates or 

sometimes from an employment agency or background check provider. We may sometimes 

collect additional information from third parties including former employers, credit reference 

agencies or other background check agencies. 

 

We will collect additional personal information in the course of job-related activities throughout 

the period of you working for us. 

 

HOW WE WILL USE THE INFORMATION ABOUT YOU   

We will only use your personal information when the law allows us to. Most commonly, we will 

use your personal information in the following circumstances: 

1. Where we need to perform the contract we have entered into with you, or to take steps 

to enter into a contract. 

2.  Where we need to comply with a legal obligation (eg our obligations to you as your 

employer under employment protection and health safety legislation or to comply with 

statutory guidance and codes of practice, such as those issued by ACAS and the 

Department for Education). 

3.  Where it is necessary for our legitimate interests (or those of a third party) and your 

interests and fundamental rights do not override those interests. 

We may also use your personal information in the following situations, which are likely to be rare: 

1. Where we need to protect your interests (or someone else’s interests). 

2. Where it is needed in the public interest.  

 

Situations in which we will use your personal information 

 

We need all the categories of information in the list above (see “The kind of information we 

hold about you”) primarily: 
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1. to allow us to perform our contract with you; and 

2. to enable us to comply with legal obligations.  

 

In some cases we may use your personal information: 

 

3. to pursue legitimate interests of our own or those of third parties, provided your interests 

and fundamental rights do not override those interests.  

 

The situations in which we will process your personal information are listed below. We have 

indicated (using the numbering above) the purpose or purposes for which we are processing or 

will process your personal information, as well as indicating which categories of data may be 

involved. 

 

 

 

 

 

 

 

 

Situation in which personal data 

is processed 

 

Categories of data 

involved 

 

Purpose 

Making a decision about your recruitment or 

appointment 

 

Application Form, Medical 

Questionnaire, DBS  and 

references 

To be able to make a recruitment 

decision 

Determining the terms on which you work for 

us 

 

Medical Questionnaire 

 

To ensure you are fit to work 

Checking you are legally entitled to work in 

the UK 

 

Birth Certificate / Passport To comply with legal 

requirements 

Paying you and, if you are an employee, 

deducting tax and National Insurance 

contributions 

 

Bank Details National 

Insurance  

number, name and address 

To be able to process salaries 

Liaising with your pension provider 

 

National Insurance number, 

name and address 

To be able to pay into your 

pension 

Administering the contract we have entered 

into with you 

 

Evidence of your name and 

address and salary / benefits 

offered 

 

 

To provide a Contract of 

Employment 

Business management and planning, 

including accounting and auditing 

 

Name, address and National 

Insurance number. Bank 

account details. 

To comply with legal accounting 

procedures 

Conducting performance reviews, managing 

performance and determining performance 

requirements 

 

Completion of Staff Appraisal 

Form 

To review progress and appraise 
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Making decisions about salary reviews and 

remuneration 

 

Previous employment history 

and qualification certificates 

To ensure the correct salary scale 

is used 

Assessing qualifications for a particular job 

or task, including decisions about promotions 

 

Previous employment history, 

qualification certificates and 

appraisal information 

To assess candidates ability to 

fulfil the requirements of the 

post 

Gathering evidence for possible grievance or 

disciplinary hearings 

 

Statements from other staff To ensure due process is 

followed 

Making decisions about your continued 

employment or engagement 

 

Disciplinary information, 

statements from other staff, 

medical records 

To ensure due process is 

followed 

Making arrangements for the termination of 

our working relationship 

 

Contract, salary records, 

pension arrangements 

To ensure termination procedure 

is followed 

Education, training and development 

requirements 

 

Previous educational history, 

subsequent training and any 

courses attended 

To ensure staff are trained fully 

in required areas. 

Dealing with legal disputes involving you, or 

other employees, workers and contractors, 

including accidents at work 

 

Any legal documentation 

received from third parties, 

witness statements and your 

contract 

To ensure legal process is 

followed 

Ascertaining your fitness to work 

 

Medical Questionnaire and 

possible medical examination 

by the School Doctor 

To ensure your safety and the 

safety of others 

Managing sickness absence 

 

Medical Questionnaire and 

possible medical examination 

by the School Doctor  

To ensure that staff are 

medically able to fulfil the 

requirements of the post and that 

optimum staffing levels are 

maintained to enable the School 

to function 

Complying with health and safety obligations 

 

Witness statements from other 

members of staff / public / 

pupils 

To ensure that Health and Safety 

is at the forefront of all we do. 

To prevent fraud 

 

Bank details, identification 

documentation, DBS 

To comply with legal 

requirements 

To monitor your use of our information and 

communication systems to ensure 

compliance with our IT policies 

 

IT information regarding use 

of websites in School and 

monitoring of emails sent and 

received using School 

addresses 

To ensure staff are only 

accessing websites with suitable 

content and that emails sent from 

the School email account are 

appropriate and of a professional 

nature 

To ensure network and information security, 

including preventing unauthorised access to 

our computer and electronic communications 

systems and preventing malicious software 

distribution 

 

Log-in information for 

computers 

To ensure only authorised staff 

are accessing our systems 

Equal opportunities monitoring Statements from colleagues / 

pupils / parents 

To ensure that equal 

opportunities regulations are 

followed 

Some of the above grounds for processing will overlap and there may be several grounds which 
justify our use of your personal information. 
 
If you fail to provide personal information 
 
If you fail to provide certain information when requested, we may not be able to perform the 
contract we have entered into with you (such as paying you or providing a benefit), or we may be 
prevented from complying with our legal obligations (such as to ensure the health and safety of 
our workers). 
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Change of purpose 
 
We will only use your personal information for the purposes for which we collected it, unless we 
reasonably consider that we need to use it for another reason and that reason is compatible with 
the original purpose. If we need to use your personal information for an unrelated purpose, we 
will notify you and we will explain the legal basis which allows us to do so. 
 
Please note that we may process your personal information without your knowledge or consent, 
in compliance with the above rules, where this is required or permitted by law. 
 
HOW WE USE PARTICULARLY SENSITIVE PERSONAL INFORMATION   

”Special categories” of particularly sensitive personal information require higher levels of 
protection. We need to have further justification for collecting, storing and using this type of 
personal information. We may process special categories of personal information in the following 
circumstances: 

1. In limited circumstances, with your explicit written consent. 

2. Where we need to carry out our legal obligations and in line with our Data Protection Policy. 

3. Where it is needed in the public interest, such as for equal opportunities monitoring, and in 
line with our Data Protection Policy. 

4. Where it is needed to assess your working capacity on health grounds, subject to appropriate 
confidentiality safeguards. 

 
Less commonly, we may process this type of information where it is needed in relation to legal 
claims or where it is needed to protect your interests (or someone else’s interests) and you are 
not capable of giving your consent, or where you have already made the information public.  
 
Our obligations as an employer 
 
We will use your particularly sensitive personal information in the following ways: 
 

• We will use information relating to leaves of absence, which may include sickness 
 absence or family related leaves, to comply with employment and other laws. 

• We will use information about your physical or mental health, or disability status, to 
 ensure your health and safety in the workplace and to assess your fitness to work, to 
 provide appropriate workplace adjustments, to monitor and manage sickness absence 
 and to administer benefits. 

• We will use information about your race or national or ethnic origin, religious, 
 philosophical or moral beliefs, or your sexual life or sexual orientation, to ensure 
 meaningful equal opportunity monitoring and reporting. 

Do we need your consent? 
 
We do not need your consent if we use special categories of your personal information in 
accordance with our written policy to carry out our legal obligations or exercise specific rights in 
the field of employment law. In limited circumstances, we may approach you for your written 
consent to allow us to process certain particularly sensitive data. If we do so, we will provide you 
with full details of the information that we would like and the reason we need it, so that you can 
carefully consider whether you wish to consent. You should be aware that it is not a condition of 
your contract with us that you agree to any request for consent from us. 
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INFORMATION ABOUT CRIMINAL CONVICTIONS  

We may only use information relating to criminal convictions where the law allows us to do so. 
This will usually be where such processing is necessary to carry out our obligations and 
provided we do so in line with our Data Protection Policy. 

Less commonly, we may use information relating to criminal convictions where it is necessary in 
relation to legal claims, where it is necessary to protect your interests (or someone else’s 
interests) and you are not capable of giving your consent, or where you have already made the 
information public. 

 
We envisage that we will hold information about criminal convictions. 
 
We will only collect information about criminal convictions if it is appropriate given the nature of 
the role and where we are legally able to do so. Where appropriate, we will collect information 
about criminal convictions as part of the recruitment process or we may be notified of such 
information directly by you in the course of you working for us. We will use information about 
criminal convictions and offences in the following ways: 
 

• In order to assess suitability for employment.  

• In order to comply with safeguarding obligations.  

• As required by law.  

We are allowed to use your personal information in this way in order to comply with legal 
obligations and/or to pursue legitimate interests of our own or those of third parties, provided your 
interests and fundamental rights do not override those interests. 
 
DATA SHARING  

We may have to share your data with third parties, including third-party service providers. 

We require third parties to respect the security of your data and to treat it in accordance with 
the law. 

In certain circumstances, we may need to transfer your personal information outside the EU. If 
we do, you can expect a similar degree of protection in respect of your personal information. 

 
Why might you share my personal information with third parties? 
 
We will share your personal information with third parties where required by law, where it is 
necessary to administer the working relationship with you or where we have another legitimate 
interest in doing so. 
 
Which third-party service providers process my personal information? 
 
”Third parties” includes third-party service providers (including contractors and designated 
agents). [The following activities are carried out by third-party service providers: [payroll, pension 
administration, benefits provision and administration, IT services].  
 
How secure is my information with third-party service providers? 
 
All our third-party service providers are required to take appropriate security measures to protect 
your personal information in line with our policies. We do not allow our third-party service 
providers to use your personal data for their own purposes. We only permit them to process your 
personal data for specified purposes and in accordance with our instructions. 
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What about other third parties? 
 
We may share your personal information with other third parties, for example in the context of a 
sale or restructuring of the School. We may also need to share your personal information with the 
Independent School’s Inspectorate, a regulator or to otherwise comply with the law. 
 
[Transferring information outside the EU 
  
We may transfer the personal information we collect about you to another country if legally 
required to do so and this will be sent by a secure method such as Egress Switch.   
 
 
DATA SECURITY   

We have put in place measures to protect the security of your information. Details of these 
measures are included in our Privacy Policy. 

Third parties will only process your personal information on our instructions and where they 
have agreed to treat the information confidentially and to keep it secure. 

 
We have put in place appropriate security measures to prevent your personal information from 
being accidentally lost, used or accessed in an unauthorised way, altered or disclosed. In 
addition, we limit access to your personal information to those employees, agents, contractors 
and other third parties who have a business need to know. They will only process your personal 
information on our instructions and they are subject to a duty of confidentiality.  
 
We have put in place procedures to deal with any suspected data security breach and will notify 
you and any applicable regulator of a suspected breach where we are legally required to do so. 
 
DATA RETENTION  
 
How long will you use my information for? 
 
We will only retain your personal information for as long as necessary to fulfil the purposes we 
collected it for, including for the purposes of satisfying any legal, accounting, or reporting 
requirements.  
 
To determine the appropriate retention period for personal data, we consider the amount, nature, 
and sensitivity of the personal data, the potential risk of harm from unauthorised use or disclosure 
of your personal data, the purposes for which we process your personal data and whether we 
can achieve those purposes through other means, and the applicable legal requirements. 
  
In some circumstances we may anonymise your personal information so that it can no longer be 
associated with you, in which case we may use such information without further notice to you. 
Once you are no longer an employee, worker or contractor of the School we will retain and 
securely destroy your personal information in accordance with our Data Retention Policy OR 
applicable laws and regulations. 
 
We may retain personal data for archiving purposes where it is necessary to do so in the public 
interest, for scientific or historical research purposes or statistical purposes subject to appropriate 
safeguards being put in place to protect the rights and freedoms of the data subject. 
 
RIGHTS OF ACCESS, CORRECTIONS, ERASURE AND RESTRICTION   
 
Your duty to inform us of changes 
 
It is important that the personal information we hold about you is accurate and current. Please 
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keep us informed if your personal information changes during your working relationship with us. 
 
 
Your rights in connection with personal information 
 
Under certain circumstances, by law you have the right to: 
 

• Request access to your personal information (commonly known as a “data subject 
 access request”). This enables you to receive a copy of the personal information we 
 hold about you and to check that we are lawfully processing it. 

• Request correction of the personal information that we hold about you. This enables 
 you to have any incomplete or inaccurate information we hold about you corrected. 

• Request erasure of your personal information. This enables you to ask us to delete 
 or remove personal information where there is no good reason for us continuing to 
 process it. You also have the right to ask us to delete or remove your personal 
 information where you have exercised your right to object to processing (see below). 

• Object to processing of your personal information where we are relying on a 
 legitimate interest (or those of a third party) and there is something about your 
 particular situation which makes you want to object to processing on this ground. You 
 also have the right to object where we are processing your personal information for 
 direct marketing purposes. 

• Request the restriction of processing of your personal information. This enables 
 you to ask us to suspend the processing of personal information about you, for 
 example if you want us to establish its accuracy or the reason for processing it. 

• Request the transfer of your personal information to another party. 

If you want to review, verify, correct or request erasure of your personal information, object to the 
processing of your personal data, or request that we transfer a copy of your personal information 
to another party, please contact the DPO in writing. 
 
No fee usually required 
 
You will not have to pay a fee to access your personal information (or to exercise any of the other 
rights). However, we may charge a reasonable fee if your request for access is clearly unfounded 
or excessive. Alternatively, we may refuse to comply with the request in such circumstances. 
 
What we may need from you 
 
We may need to request specific information from you to help us confirm your identity and ensure 
your right to access the information (or to exercise any of your other rights). This is another 
appropriate security measure to ensure that personal information is not disclosed to any person 
who has no right to receive it. 
 
RIGHT TO WITHDRAW CONSENT   
 
In the limited circumstances where you may have provided your consent to the collection, 
processing and transfer of your personal information for a specific purpose, you have the right to 
withdraw your consent for that specific processing at any time. To withdraw your consent, please 
contact the DSO. Once we have received notification that you have withdrawn your consent, we 
will no longer process your information for the purpose or purposes you originally agreed to, 
unless we have another legitimate basis for doing so in law. 
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POINT OF CONTACT 
 
Colonel Boulter is responsible for overseeing compliance with this privacy notice. If you have any 
questions about this privacy notice or how we handle your personal information, please contact 
him directly. 
 
You have the right to make a complaint at any time to the Information Commissioner’s Office 
(ICO), the UK supervisory authority for data protection issues. 
 
CHANGES TO THIS PRIVACY NOTICE   

We reserve the right to update this privacy notice at any time, and we will provide you with a new 
privacy notice when we make any substantial updates. We may also notify you in other ways from 
time to time about the processing of your personal information. 

 
If you have any questions about this privacy notice, please contact Colonel Keith Boulter 
(Headmaster and DPO). 
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SECTION E - COMMUNICATIONS AND INFORMATION 
 
 
1. COMMUNICATIONS 
 
The School strongly believes in effective communication of information to all employees in order 
to promote a greater understanding of the School’s activities, the issues it faces and the direction 
it is taking. The School also values the comments and ideas of staff. The methods used for 
communication are designed to encourage a two-way exchange between management and staff. 
In order to be truly effective, the full commitment of everyone within the School is essential. 
 

 
Noticeboards 
 
Your attention is drawn to the noticeboards in the Main House which provide information of 
general interest as well as on specific issues relating to the School. Details of any internal 
vacancies will be promulgated on these notice boards. 
 
Informal Communications 
 
Notwithstanding all the more structured communications systems operated within the School, 
effective communications depend ultimately upon mutual trust and respect between the parties 
on a day to day basis to promote positive relationships and to avoid conflict. Your sustained 
support and co-operation is, of course, encouraged and will produce better relationships and an 
amicable working environment. 
 
2. CONFIDENTIALITY 
 
Any School information/records including details of pupils, parents and employees whether 
actual, potential or past, other than those contained in authorised and publicly available 
documents, must be kept confidential unless the Headmaster’s prior written consent has been 
obtained. This requirement exists both during and after your employment. In particular, you must 
not use such information for the benefit of any future employer. 
 
The law states that, where a teacher is facing an allegation of a criminal offence involving a pupil 
registered at the School, the teacher concerned is entitled to anonymity until the teacher is either 
charged with an offence, the Secretary of State publishes information about an investigation or 
decision in a disciplinary case arising from the allegation, the anonymity is waived by the teacher 
or a judge lifts the restrictions in response to a request to do so.  
 
If publication is made on behalf of the School, the School, including senior management, could 
be prosecuted.  If a teacher is charged with such an offence, all communication must be directed 
through the Headmaster who will have authority to deal with the allegation and any enquiries to 
ensure that this restriction is not breached.  If a member of staff is found to have breached 
(whether intentionally or otherwise) this duty, any accusations will be dealt with under the School's 
Disciplinary Procedure. 
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3. WHISTLEBLOWING 
 
The School has adopted this policy and the accompanying procedure on whistleblowing to enable 
members of staff to raise concerns internally and in a confidential fashion about fraud, 
malpractice, health and safety, criminal offences, miscarriages of justice, a failure to comply with 
legal obligations, inappropriate behaviour or unethical conduct. The policy also provides, if 
necessary, for such concerns to be raised outside the organisation. 
 
About this Policy 
 
The School is committed to conducting its business with honesty and integrity, and expects all 
staff to maintain high standards. However, all organisations face the risk of things going wrong 
from time to time, or of unknowingly harbouring illegal or unethical conduct. A culture of openness 
and accountability is essential in order to prevent such situations occurring and to address them 
when they do occur.  
 
The School’s policy on whistleblowing is intended to demonstrate that it:- 
 

 Will not tolerate malpractice. 

 Respects the confidentiality of staff raising concerns and will provide procedures to 
maintain confidentiality so far as is consistent with progressing the issues effectively; 

 Will provide the opportunity to raise concerns outside of the normal line management 
structure where this is appropriate. 

 Will invoke the School’s disciplinary procedure in the case of false, malicious, vexatious 
or frivolous allegations. 

 Will provide a clear and simple procedure for raising concerns, which is accessible to all 
members of staff. 

 
Procedure 
 
This procedure is separate from the School’s adopted procedures regarding grievances. 
Individuals should not use the whistleblowing procedure to raise grievances about their personal 
employment situation. If you are uncertain whether something is within the scope of this 
procedure, you should seek advice from the Headmaster or the Bursar.  
 
This procedure is to enable members of staff to express a legitimate concern regarding suspected 
malpractice within the School. 
 
Malpractice is not easily defined; however, it includes allegations of fraud, financial irregularities, 
corruption, bribery, dishonesty, acting contrary to the staff code of ethics, criminal activities, or 
failing to comply with a legal obligation, a miscarriage of justice, or creating or ignoring a serious 
risk to health, safety or the environment.  
 
A whistleblower is a person who raises a genuine concern relating to suspected malpractice within 
the School. If you have any genuine concerns related to suspected malpractice affecting any of 
the School’s activities (a whistleblowing concern), you should report it under this procedure. 
 
If staff and volunteers feel unable to raise an issue with the School or feel that their genuine 

concerns are not being addressed, they may use other whistleblowing channels, such as: 

 Public Concern at Work (an independent whistleblowing charity) (helpline: (020) 7404 
6609, email: whistle@pcaw.co.uk, website: www.pcaw.co.uk). 

 The NSPCC whistleblowing helpline (tel: 0800 028 0285 or email: help@nspcc.org.uk). 
   

mailto:whistle@pcaw.co.uk
http://www.pcaw.co.uk/
mailto:help@nspcc.org.uk
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Confidentiality 

We hope that staff will feel able to voice whistleblowing concerns openly under this procedure. 
However, if you wish to raise a concern confidentially, we will make every effort to keep your 
identity secret. If it is necessary for anyone investigating the concern to know your identity, this 
will be discussed with you.  
 
If there is evidence of criminal activity, then the Police will in all cases be informed. 
 
We do not encourage staff to make disclosures anonymously. Proper investigation may be more 
difficult or impossible if we cannot obtain further information from you. It is also more difficult to 
establish whether any allegations are credible. Whistleblowers who are concerned about possible 
reprisals if their identity is revealed should discuss this with the Headmaster or Bursar and 
appropriate measures can then be taken to preserve confidentiality. If you are in any doubt you 
can seek advice from Public Concern at Work, the independent whistleblowing charity, who offer 
a confidential helpline. Their contact details are above.  
 
Raising a whistleblowing concern 
 
You are at liberty to raise a whistleblowing concern with the Headmaster or Deputy Headmaster. 
 
A meeting will be arranged with you as soon as possible to discuss your concern. You may bring 
a colleague or union representative to any meetings under this procedure. Your companion must 
respect the confidentiality of your disclosure and any subsequent investigation. You may be 
required to attend additional meetings in order to provide further information as the concerns 
raised are investigated. 
 
Any concern raised will be investigated thoroughly and in a timely manner and appropriate 
corrective action will be pursued. You will be kept informed of progress and, whenever possible 
and subject to third party rights, informed of the resolution. However, sometimes the need for 
confidentiality may prevent us giving you specific details of the investigation or any disciplinary 
action taken as a result. You should treat any information about the investigation as confidential. 
 
If you are not satisfied that your concern is being properly dealt with, you will have a right to raise 
it in confidence with another member of the Senior Management Team. 
 
External Procedures 
 
Where all internal procedures have been exhausted, a member of staff shall have a right of 
access to an external person/body. This may include (depending on the subject matter of the 
disclosure) HMRC, the Audit Commission, the Health and Safety Executive and/or the Local 
Authority Designated Officer (where the disclosure relates to a child protection issue). 
 
It should be noted, that under the Public Interest Disclosure Act 1998, there are circumstances 
where a member of staff may be entitled to raise a concern directly with an external body where 
the individual reasonably believes :- 
 

 That exceptionally serious circumstances justify it. 

 That the School would conceal or destroy the relevant evidence. 

 Where they believe they would be victimised by the School. 

 Where the Secretary of State has ordered it. 
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Malicious Accusations 
 
False, malicious, vexatious or frivolous accusations will be dealt with under the School’s 
Disciplinary Procedure. 
 
Protection from Reprisal or Victimisation 
 
No member of staff will suffer a detriment or be disciplined for raising a genuine and legitimate 
concern, providing that they do so in good faith and follow the Whistleblowing procedures. 
 

  
4. USE OF TELEPHONE, E-MAIL SYSTEMS AND INTERNET 
 
Computers are increasingly becoming an integral part of our lives, both working and personal. 
Use of the Internet and sending and receiving e-mails are very simple operations and their ease 
of use can be their biggest drawback. Please make sure that you are familiar with, and adhere 
to, the following policy. 
 
This Policy applies to the use of: 
 

 all internet and electronic mail facilities, multi-user computers, workstations, micro-
computers, and any networks connecting them provided by the School; and 

 

 all hardware owned, leased, rented or otherwise provided by a member of staff and 
connected to or otherwise accessing School networks or other facilities. 

 
Hardware owned, leased, rented or otherwise provided by staff may be directly connected only 
by arrangement with, and with the explicit approval of, Mrs Angela Dobson 
 
The system must be used only in connection with the duties for which the School employs you. 
 
Limited use of e-mail and internet facilities for personal purposes is permitted. The School 
acknowledges that personal use may occur from time to time. Any such use must be in 
accordance with this Policy and must not disrupt staff duties. Abuse or excessive use of the e-
mail and/or internet will be dealt with through the disciplinary procedure. 
 
You must not interfere with the work of others or the system itself. The facilities must be used in 
a responsible manner - in particular, you must not: 
 

 create, transmit or cause to be transmitted material which is designed or likely to cause 
annoyance, inconvenience, needless anxiety or offence, and you must not create, 
transmit or cause to be transmitted offensive, obscene or indecent material; 

 

 create, transmit or cause to be transmitted defamatory material; 
 

 create, transmit or cause to be transmitted material such that the copyright of another 
person is infringed; 

 

 download any files unless virus scanned; 
 

 use networked computing equipment for playing computer games; 
 

 gain deliberate unauthorised access to facilities or services accessible via local or national 
networks; 
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 transmit by e-mail any confidential information of the School other than in the normal 
course of your duties; 

 

 send any message internally or externally  which is abusive, humiliating, hostile or 
intimidating; 

 

 join any mailing groups or lists without the consent of the School. 
 

 gain unauthorised access to, or violate the privacy of, other people's files, corrupt or 
destroy other people's data or disrupt the work of other people; 

 

 disclose passwords to third parties without the consent of the School. 
 
You must: 
 

 observe this policy at all times and note the disciplinary consequences of non-compliance 
which in the case of a gross breach or repeated breach of the Policy, may lead to 
dismissal; 

 

 ensure that you use the School standard e-mail sign off and disclaimer for all external e-
mail; 

 

 produce and write e-mails with the care normally given to any form of written 
communication; 

 

 appreciate that electronic mail is relatively insecure and consider security needs and 
confidentiality before transmission. 
 

Monitoring 
 
The School reserves the right to monitor staff communications in order to: 
 

 establish the existence of facts; 
 

 ascertain compliance with regulatory or self-regulatory procedures; 
 

 monitor standards which are achieved by persons using the system in the course of their 
duties and for staff training purposes; 

 

 prevent or detect crime; 
 

 investigate or detect unauthorised use of the School’s telecommunication system; 
 

 ensure the effective operation of the system such as protecting against viruses, backing 
up and making routine interceptions such as forwarding e-mails to correct destinations; 

 

 gain access to routine business communications, for instance checking voice mail and e-
mail when staff are on holiday or on sick leave; 
 

A CCTV system monitors some areas, both inside and outside,  the School 24 hours a day. This 
data is recorded. 

 
Equipment Security and Passwords 
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You are responsible for the security of the equipment allocated to or used by you, and must not 
allow it to be used by anyone other than in accordance with this policy. 
 
You are responsible for the security of any computer terminal used by you. You should lock your 
terminal or log off when leaving it unattended or on leaving the School, to prevent unauthorised 
users accessing the system in your absence. Anyone who is not authorised to access our network 
should only be allowed to use computer terminals under supervision. 
 
Desktop PCs and cabling for telephones or computer equipment should not be moved or 
tampered with without first consulting our e-safety lead, Mrs Angela Dobson, or the IT technician, 
Mr Roy Manning. 
 
You should use passwords on all IT equipment. You must keep your passwords confidential and 
change them regularly. You must not use another person's username and password or make 
available or allow anyone else to log on using your username and password unless authorised 
by Mrs Angela Dobson. On the termination of employment (for any reason), you must provide 
details of your passwords to Mrs Angela Dobson and return any equipment. 
 
If you have been issued with a laptop, tablet computer, smartphone or other mobile device, you 
must ensure that it is kept secure and password protected at all times, especially when travelling.  
 
Passwords must be used to secure access to data kept on such equipment to ensure that 
confidential data is protected in the event of loss or theft. You should also be aware that when 
using equipment away from the workplace, documents may be read by third parties, for example, 
passengers on public transport. 
 

5. BRING YOUR OWN DEVICE TO WORK 
 
Policy statement 
 
We recognise that many of our staff have personal mobile devices (such as tablets, smartphones 
and handheld computers), which they could use for work purposes, and that there can be benefits 
for both the School and staff, including increased flexibility in our working practices, in permitting 
such use. However, the use of personal mobile devices for work purposes gives rise to increased 
risk in terms of the security of our IT resources an comminications systems, the protection of 
confidential and proprietary information, and compliance with legal obligations. 
 
Anyone covered by this policy may use a personal mobile device for work purposes, subject to 
receiving prior written authorisation from the Headmaster and adherence to the terms of this 
policy. 
 
Who is covered by the policy? 
 
This policy covers all individuals working at all levels and grades (collectively referred to as staff 
in this policy). 
 
Scope and purpose of the policy 
 
This policy applies to staff who use a personal mobile device including any accompanying 
software or hardware (referred to as a device in this policy) for work purposes. It applies to use 
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of the device both during and outside School hours and whether or not use of the device takes 
place at School. 
 
This policy applies to all devices used to access our IT resources and communications systems 
(collectively referred to as systems in this policy), which may include (but are not limited to) 
smartphones, mobile or cellular phones, PDAs, tablets, and laptop or notebook computers. 
 
When you access our systems you may be able to access data about the School, including 
information which is confidential, proprietary or private (collectively referred to as school data in 
this policy). 
 
When you access our systems using a device, we are exposed to a number of risks, including 
from the loss or theft of the device, the threat of malware and the loss or unauthorised alteration 
of school data. Such risks could result in damage to our systems, our business and our reputation. 
 
Breach of this policy may lead to us revoking your access to our systems, whether through a 
device or otherwise. It may also result in disciplinary action up to and including dismissal.  
 
Connecting devices to our systems 
 
Connectivity of all devices is centrally managed by Mr Roy Manning and Mrs Angela Dobson who 
must approve a device before it can be connected to our systems. We reserve the right to refuse 
or remove permission for your device to connect with our systems.  
 
In order to access our systems it may be necessary for the IT Department to install software 
applications on your device. If you remove any such software, your access to our systems will be 
disabled. Any personal device which is used to access our systems must be securely protected 
by a password (or PIN, thumbprint or facial recognition software) at all times. Personal devices 
may not have passwords to our systems saved on them apart from school email accounts. Copies 
of school documents with access to data should not be synced onto personal devices.  
 
Monitoring 
 
The contents of our systems and school data are our property. We reserve the right to monitor, 
intercept, review and erase, without further notice, all content on the device that has been created 
for us or on our behalf. This might include, without limitation, the monitoring, interception, 
accessing, recording, disclosing, inspecting, reviewing, retrieving and printing of transactions, 



 

40 

messages, communications, postings, log-ins, recordings and other uses of the device, whether 
or not the device is in your possession. 
 
It is possible that personal data may be inadvertently monitored, intercepted, reviewed or erased. 
You should have no expectation of privacy in any data on the device. Staff are advised not to use 
our systems for any matter intended to be kept private or confidential. 
 
You agree that you use the device at your own risk and that we will not be responsible for any 
losses, damages or liability arising out of its use, including any loss, corruption or misuse of any 
content or loss of access to or misuse of any device, its software or its functionality. 
 
Security requirements 
 
You must comply with the Use of Phone, E-Mail systems and Internet Policy in our Staff 
Handbook when using your device to connect to our systems. 
  
We reserve the right, without further notice or permission, to inspect your device and access data 
and applications on it, and remotely review, copy, disclose, wipe or otherwise use some or all of 
the school data on it for legitimate business purposes. 
 
You must co-operate with us to enable such inspection, access and review, including providing 
any passwords or pin numbers necessary to access the device or relevant applications.  
 
If we discover or reasonably suspect that there has been a breach of this policy, including any of 
the security requirements listed above, we shall immediately remove access to our systems and, 
where appropriate, remove any school data from the device. Although we do not intend to wipe 
other data that is personal in nature (such as photographs or personal files or e-mails), it may not 
be possible to distinguish all such information from school data in all circumstances. You should 
regularly backup any personal data contained on the device. 
 
You consent to us, without further notice or permission, inspecting a device and applications used 
on it, and remotely reviewing, copying, disclosing, wiping or otherwise using some or all of the 
data on or from a device for legitimate business purposes. 
 
Lost or stolen devices and unauthorised access 
 
In the event of a lost or stolen device, or where a staff member believes that a device may have 
been accessed by an unauthorised person or otherwise compromised, the staff member must 
report the incident to Mrs Angela Gregory or Mr Roy Manning immediately. 
 
Appropriate steps will be taken to ensure that school data on or accessible from the device is 
secured, including remote wiping of the device where appropriate. The remote wipe will destroy 
all school data on the device (including information contained in a work e-mail account, even if 
such e-mails are personal in nature).  
 
Although we do not intend to wipe other data that is strictly personal in nature (such as 
photographs or personal files or e-mails), it may not be possible to distinguish all such information 
from school data in all circumstances. You should regularly backup all personal data stored on 
the device. 
 
Procedure on termination of employment 
 
On your last day of work, or your last day before commencing a period of garden leave, all school 
data (including work e-mails), and any software applications provided by us for work purposes, 
will be removed from the device. If this cannot be achieved remotely, the device must be 
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submitted to Mrs Angela Gregory for wiping and software removal. You must provide all 
necessary co-operation and assistance in relation to this process.  
 
Appropriate use 
 
You should never access or use our systems or school data through a device in a way that 
breaches any of our other policies, in particular our Use of Phone, E-Mail systems and Internet 
Policy, Data Protection Policy, Social Media Policy, Equal Opportunities Policy and Anti-
Harassment and Bullying Policy.  
 
Who is responsible for this policy? 
 
The Headmaster in conjunction with Mrs Angela Dobson shall have overall responsibility for the 
effective operation of this policy and shall be responsible for reviewing this policy to ensure that 
it meets legal requirements and reflects best practice. 
 
 
6. INVENTIONS, PATENTS, COPYRIGHT 
 
You are required to inform the School immediately of any invention, improvement, discovery, 
process, design or copyright which you create or obtain whilst in the School’s employ or as a 
consequence of it. This will become the absolute property of the School except as otherwise 
stated by statute. You irrevocably waive all moral rights under the Copyright, Designs and Patents 
Act 1988 in any existing or future works created by you.  
 
 
7. COMMUNICATIONS WITH THE MEDIA 
 
You must not speak to or communicate with the media on matters concerning the School’s affairs 
or regarding your position in the School without the prior written permission of the Headmaster.  
This includes postings on social media, e-petitions etc where you may be identified as an 
employee of the school. 
 
 
8.  SOCIAL MEDIA POLICY 
 
A social networking site is any website which enables its users to create profiles, form 
relationships and share information with other users. It also includes sites which have online 
discussion forums, chat-rooms, media posting sites, blogs and any other social space online. It 
includes but is not limited to, sites such as Facebook, Snapchat, Instagram, Ping, Twitter and 
Wikipedia.   

This policy applies to the use of social media for both business and personal purposes, whether 
during School/working hours or otherwise. The policy applies regardless of whether the social 
media is accessed using our IT facilities and equipment or equipment belonging to members of 
staff or any other IT equipment. 

Breach of this policy may result in disciplinary action up to and including dismissal. Disciplinary 
action may be taken regardless of whether the breach is committed during working hours, and 
regardless of whether our equipment or facilities are used for the purpose of committing the 
breach. Any member of staff suspected of committing a breach of this policy will be required to 
co-operate with our investigation, which may involve handing over relevant passwords and login 
details so far as this is consistent with the right of an individual to private and family life. 

Staff may be required to remove internet postings which are deemed to constitute a breach of 
this policy. Failure to comply with such a request may in itself result in disciplinary action.  
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Implementation of the policy 

The Headmaster has overall responsibility for the effective operation of this policy, but has 
delegated day to day responsibility for its operation to Mrs Angela Dobson. Responsibility for 
monitoring and reviewing the operation of this policy and making recommendations for change to 
minimise risk also lies with Mrs Dobson. 

All staff have a specific responsibility for operating within the boundaries of this policy, ensuring 
that they understand the standards of behaviour expected of them and if necessary enforcing this 
policy by taking action when behaviour falls below its requirements. 

All staff are responsible for the success of this policy and should ensure that they take the time 
to read and understand it. Any misuse of social media should be reported to the Headmaster. 
Questions regarding the content or application of this policy should be directed to Mrs Angela 
Dobson. 

Relationship with other School policies 

If an internet post would breach any of our policies in another forum it will also breach them in an 
online forum. For example, staff are prohibited from using social media to: 

 breach our obligations with respect to the rules of relevant regulatory bodies; 

 breach any obligations they may have relating to confidentiality; 

 breach our disciplinary rules; 

 defame or disparage the School or our affiliates, parents, staff, pupils, business partners, 
suppliers, vendors or other stakeholders; 

 harass or bully other staff in any way or breach our Anti-harassment and Bullying policy; 

 unlawfully discriminate against other staff or third parties or breach our Equal Opportunities 
policy; 

 breach our Data Protection Policy (for example, never disclose personal information about a 
colleague, pupil or parent online); 

 breach any other laws or ethical standards (for example, never use social media in a false or 
misleading way, such as by claiming to be someone other than yourself or by making 
misleading statements). 

Behaviour online can be permanent and so staff must be extra cautious about what they say as 
it can be harder to retract. 

Staff must also be aware of the particular risks to internet security that social media presents and 
so to comply with the existing School policy on [internet security] must take any extra measures 
necessary not to allow any of their actions on social media sites to create vulnerability to any 
School systems.  

Staff who breach any of the above policies will be subject to disciplinary action up to and including 
termination of employment. 

Responsible use of social media 

Staff must be aware that their role comes with particular responsibilities and they must adhere to 
the School’s strict approach to social media.  
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Staff must:  

 ensure that wherever possible their privacy settings on social media sites are set so that 
pupils cannot access information relating to their personal lives; 

 obtain the prior written approval of the Headmaster, to the wording of any personal profile 
which you intend to create where the School is named or mentioned on a social networking 
site; 

 seek approval from the Headmaster before they speak about or make any comments on 
behalf of the School on the internet or through any social networking site; 

 report to the Headmaster immediately if they see any information on the internet or on social 
networking sites that disparages or reflects poorly on the School; 

 immediately remove any internet postings which are deemed by the School to constitute a 
breach of this or any other School policy; 

 consider whether a particular posting puts their effectiveness as a teacher at risk; 

 post only what they want the world to see. 

Staff must not: 

 provide references for other individuals, on social or professional networking sites, as such 
references whether positive or negative can be attributed to the School and create legal 
liability for both the author of the reference and the school; 

 post or publish on the internet or on any social networking site, any reference to the School, 
your colleagues, parents or pupils; 

 use commentary deemed to be defamatory, obscene, proprietary, or libellous. Staff must 
exercise caution with regards to exaggeration, colourful language, guesswork, obscenity, 
copyrighted materials, legal conclusions, and derogatory remarks or characterisations; 

 discuss pupils or colleagues or criticise the School or staff; 

 post images that include pupils; 

 initiate friendships with pupils on any personal social network sites; 

 accept pupils and past pupils up to the age of 18 as friends on any such sites; staff must 
decline any pupil-initiated friend requests. 

 

 

The use of social media for School purposes 

Social media should not be used for purposes relating to the School’s business or the delivery of 
its curriculum to pupils unless the prior authority of the [Head/Bursar/Head of Department] has 
been obtained.  

Where the use of social media is authorised for such purposes this Policy must be followed.  
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Any social media accounts (including blogs, forums, twitter etc), sites or pages used or set up for 
the purpose of furthering the School’s business or facilitating the provision of the curriculum to its 
pupils shall remain the property of the School and the Headmaster must have access to it. 

Personal use of social media 

We recognise that staff may work long hours and occasionally may desire to use social media for 
personal activities at the office or by means of our computers, networks and other IT resources 
and communications systems. We authorise such occasional use so long as it does not involve 
unprofessional or inappropriate content and does not interfere with your employment 
responsibilities or productivity. While using social media at work, circulating chain letters or other 
spam is never permitted. Circulating or posting commercial, personal, religious or political 
solicitations, or promotion of outside organisations unrelated to the organisation’s business are 
also prohibited. Staff must ensure that their use of social media does not create any breaches of 
internet security and therefore must be careful to avoid any applications that might interrupt our 
IT systems. Excessive use of social media that interrupts staff productivity will be subject to a 
disciplinary procedure, consistent with this policy. 

We prohibit staff from using their work email address for any personal use of social media. 

The monitoring of social media 

The contents of our IT resources and communications systems are our property. Therefore, staff 
should have no expectation of privacy in any message, files, data, document, facsimile, telephone 
conversation, social media post, conversation or message, or any other kind of information or 
communications transmitted to, received or printed from, or stored or recorded on our electronic 
information and communications systems. 

We reserve the right to monitor, intercept and review, without further notice, staff activities using 
our IT resources and communications systems, including but not limited to social media postings 
and activities, to ensure that our rules are being complied with and for legitimate business 
purposes and you consent to such monitoring by your use of such resources and systems. This 
might include, without limitation, the monitoring, interception, accessing, recording, disclosing, 
inspecting, reviewing, retrieving and printing of transactions, messages, communications, 
postings, log-ins, recordings and other uses of the systems as well as keystroke capturing and 
other network monitoring technologies. 

We may store copies of such data or communications for a period of time after they are created, 
and may delete such copies from time to time without notice. 

Do not use our IT resources and communications systems for any matter that you wish to be kept 
private or confidential from the organisation. 

Social media and the end of employment 

If a member of staff’s employment with the School should end, for whatever reason, any personal 
profiles on social networking sites should be immediately amended to reflect the fact that you are 
no longer employed or associated with the School. 

All professional contacts that a member of staff has made through their course of employment 
with us belong to the School, regardless of whether or not the member of staff has made social 
media connections with them. 

All members of staff agree that on the termination of employment they will provide to the 
Headmaster or Mrs Angela Dobson with any relevant passwords and other information to allow 
access to any social media site, page or account which has been used or set up for the purpose 
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of furthering the School’s business or facilitating the provision of its curriculum and will relinquish 
any authority they may have to manage or administer any such site, page or account. 
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SECTION F – PERSONNEL ISSUES 

1. PRINCIPLES 

 
Our employment policies are designed to produce a framework within which all staff are treated 
in a fair and consistent manner. They have been developed to ensure that staff are aware of what 
is expected of them and what the School, for its part, offers in return. 
 
The objectives are therefore to match the school’s needs with staff satisfaction so far as is 
possible, but also to motivate employees towards the achievement of the school’s primary 
purpose. To achieve this, a number of principles have been adopted in preparing our employment 
policies and these are as follows: 
 

 To promote the utilisation of knowledge, skill and experience of all employees to ensure 
the efficient and timely operation of all the school’s support services. 

 

 To reflect a sensitivity to the attitudes and views of all employees. 
 

 To offer opportunities for personal development and advancement, where this is possible, 
to all employees with the necessary ability, ambition and integrity, in order to meet the 
needs of the school. 

 

 To provide pay and benefits that are fair and competitive for the job they hold. 
 

 To support the good faith with which all employees and their representatives are dealt. 
 
 
2. EMPLOYEE RELATIONS 
 
The School places great value on good working relationships between employer and employee 
and between employees. Efforts are continuously directed towards maintaining a constructive 
relationship and finding mutually acceptable solutions to workplace problems and issues. To this 
end the following basic principles apply: 
 

 Achieve high performance standards by encouraging employee commitment and 
teamwork, and promoting an attitude of trust. 

 

 Maintain a work environment in which the personal dignity of each individual is respected 
and discrimination and harassment are not tolerated. 

 

 Provide employment conditions that are competitive. 
 

 Communicate regularly with employees about the School’s objectives, achievements and 
significant developments. 

 

 Recognise the right of every employee to present a complaint, to appeal against a 
decision and to receive a response within a reasonable time. 

 
Many employers set out detailed disciplinary rules which apply to employees.  Notwithstanding 
this, we have attempted to keep such rules to a minimum to demonstrate trust in our staff and 
confidence that normal standards of behaviour will prevail through self-discipline rather than 
through a rigid application of rules. 
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The rules we do have, therefore, are for a practical purpose and are in addition to the expectations 
which society has regarding acceptable behaviour. The aim is to promote efficient and safe 
working. 
 
 
3. EQUAL OPPORTUNITIES POLICY 
 
Barnardiston Hall Preparatory School is an equal opportunities employer. 
 
In order to promote an environment within which the School can call upon the widest possible 
range of knowledge, skill and experience, as well as ensuring compliance with the relevant 
legislation and codes of practice, we are committed to achieving and maintaining a workforce 
which represents the population within our recruitment area in terms of race or colour, nationality 
or national or ethnic origins, religion or belief, sex, sexual orientation, pregnancy or maternity, 
marital or civil partnership status, gender reassignment, age, and disability (together known as 
“Protected Characteristics”). 
 
To this end, we shall regularly review the operation of our recruitment, promotion, training and 
development policies to ensure that no applicant for employment or member of staff is 
disadvantaged by conditions or requirements which cannot be shown to be justifiable. 
 
No employee or prospective employee will receive unfair or unlawful treatment on the grounds of 
a Protected Characteristic, because they are perceived to have a Protected Characteristic or 
because they are associated with someone who has a Protected Characteristic, in particular but 
not only, in relation to: 
 

 Recruitment and selection  
 

 Promotion, transfer and training opportunities  
 

 Benefits, terms and conditions of employment 
 

 Grievance and disciplinary procedures 
 

 Termination of employment including redundancies 
 

 Conduct at work 
 

Procedures are in place to ensure fair and equitable treatment in relation to the admission and 
assessment of pupils. 
 
The principles of non-discrimination and equality of opportunity also apply to the way in which 
staff must treat visitors, pupils, parents, suppliers and former members of staff. 
 
Implementation 
 
The School with the assistance of the staff will: 
 

 Break down any barriers to equality of opportunity which may prevent staff members 
realising their full potential or accessing benefit 

 

 Advertise vacancies and ensure job selection criteria are appropriate for the job. 
 

 Promptly and fully investigate all complaints of discrimination and harassment, taking 
appropriate action where necessary. 
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 Ensure that all members of staff are fully informed and trained on this Policy. 
 

 Monitor the composition of the School and the effects of its recruitment practices. 
 

 Examine and review existing procedures to ensure they are not discriminatory in their 
operation. 

 

 Ensure that the language used in official communication reflects the letter and spirit of the 
policy. 

 
Recruitment and Selection 
 
The staffing process is governed by the School’s principles of non-discrimination and is designed 
to achieve the best match between, on the one hand, the individual’s knowledge and skills, 
experience and character and, on the other hand, the requirements of the vacant post, 
recognising the need for flexibility to respond to changing conditions. 
 

 The capability of the individual to perform in the position will be the major selection 
criterion but the ability both to work with others and to be trained, coupled with individual 
potential will be taken into account. 

 

 All applicants will be dealt with courteously and as expeditiously as possible. 
 

 Carefully selected and validated skills and/or psychometric tests may be used as part of 
the selection process and will be administered by a trained tester. 

 

 Appointments will be confirmed on receipt of satisfactory references, DBS checks (and, 
where applicable, a check of the prohibition order), evidence of medical fitness [(including 
a satisfactory medical report)] and satisfactory completion of a probationary period. 

 
 
Disability 
 
If you are disabled or become disabled, we encourage you to tell us about your condition so that 
we can support you as appropriate. 
 
A disability will not of itself justify the non-recruitment of an applicant for a position at the School. 
Such reasonable adjustments to the application procedures shall be made as are required to 
ensure that applicants are not disadvantaged because of their disability. For example, where 
written tests are used, alternative arrangements will be made for visually impaired applicants. 

If you experience difficulties at work because of your disability, you may wish to contact the Bursar 
to discuss any reasonable adjustments that would help overcome or minimise the difficulty.  The 
Bursar or Headmaster may wish to consult with you and your medical adviser about possible 
adjustments and you may be required to give your consent to a report being produced about your 
state of health and ability to perform your duties. We will consider the matter carefully and try to 
accommodate your needs within reason. If we consider a particular adjustment would not be 
reasonable we will explain our reasons and try to find an alternative solution where possible. 
Once an adjustment has been made its operation may need to be reviewed at agreed intervals, 
to assess its continuing effectiveness. 

The School will make such adjustments to work arrangements or School premises as are 
reasonable to enable a disabled staff member to carry out his or her duties. This will include, but 
is not limited to, consideration of the provision of specialist equipment, job redesign and/or flexible 
hours. 
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Where during the course of their employment a disabled member of staff recognises their need 
for a reasonable adjustment to be made to work arrangements or School premises, he or she 
should discuss this requirement with the Bursar. 
 
Breaches of this policy 
 
We take a strict approach to breaches of this policy, which will be dealt with in accordance with 
our Disciplinary Procedure. Serious cases of discrimination may amount to gross misconduct 
resulting in dismissal. 
 
If you believe that you have been the subject of discrimination you can raise the matter informally 
in accordance with the Anti-Bullying Policy, or formally through our Grievance Procedure. 
Complaints will be treated in confidence and investigated as appropriate. 
 
There must be no victimisation or retaliation against staff who complain about discrimination. 
However, making a false allegation deliberately and in bad faith will be treated as misconduct and 
dealt with under our Disciplinary Procedure. 
 
 
4. ANTI-BULLYING POLICY 
 
The School is committed to providing a working environment free from harassment and bullying 
and ensuring all staff are treated, and treat others, with dignity and respect. You should not 
engage in any behaviour or conduct which may amount to harassment of another person at work.  
Harassment of any kind is regarded as a disciplinary offence and in serious instances may lead 
to instant dismissal. 
  
This policy covers harassment or bullying which occurs at work and out of the workplace, such 
as on School trips or at work-related events or social functions. It covers bullying and harassment 
by staff (which may include volunteers, consultants, contractors and agency workers) and also 
by third parties such as parents, suppliers or visitors to our premises. 
  
This policy does not form part of any employee’s contract of employment and we may amend it 
at any time. 
  
What is harassment?   
  
Harassment is any unwanted physical, verbal or non-verbal conduct that has the purpose or effect 
of violating a person’s dignity or creating an intimidating, hostile, degrading, humiliating or 
offensive environment for them. A single incident can amount to harassment. 
  
It also includes treating someone less favourably because they have submitted or refused to 
submit to such behaviour in the past. 
  
Unlawful harassment may involve conduct of a sexual nature (sexual harassment), or it may be 
related to age, disability, gender reassignment, marital or civil partner status, pregnancy or 
maternity, race, colour, nationality, ethnic or national origin, religion or belief, sex or sexual 
orientation. Harassment is unacceptable even if it does not fall within any of these categories. 
  
Harassment may include, for example: 
  

 unwanted physical conduct or “horseplay”, including touching, pinching, pushing and 
grabbing; 

 unwelcome sexual advances or suggestive behaviour (which the harasser may perceive 
as harmless); 

 offensive e-mails, text messages or social media content; 
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 mocking, mimicking or belittling a person’s disability. 
  
A person may be harassed even if they were not the intended “target”. For example, a person 
may be harassed by racist jokes about a different ethnic group if the jokes create an offensive 
environment. 
  
What is bullying?   
  
Bullying is offensive, intimidating, malicious or insulting behaviour involving the misuse of power 
that can make a person feel vulnerable, upset, humiliated, undermined or threatened. Power does 
not always mean being in a position of authority, but can include both personal strength and the 
power to coerce through fear or intimidation. 
  
Bullying can take the form of physical, verbal and non-verbal conduct. Bullying may include, by 
way of example: 
  

 physical or psychological threats; 

 overbearing and intimidating levels of supervision; 

 inappropriate derogatory remarks about someone’s performance; 
  
Legitimate, reasonable and constructive criticism of a worker’s performance or behaviour, or 
reasonable instructions given to workers in the course of their employment, will not amount to 
bullying on their own. 
  
If you are being harassed or bullied  
  
If you are being harassed or bullied, consider whether you feel able to raise the problem informally 
with the person responsible. You should explain clearly to them that their behaviour is not 
welcome or makes you uncomfortable. If this is not appropriate or has not been successful, you 
should speak to the Bursar who can provide confidential advice and assistance in resolving the 
issue formally or informally. 
  
If informal steps are not appropriate, or have not been successful, you should raise the matter 
formally under our Grievance Procedure contained within this Handbook. 
  
We will investigate complaints in a timely and confidential manner. The investigation will be 
conducted by someone with appropriate experience and no prior involvement in the complaint, 
where possible. Details of the investigation and the names of the person making the complaint 
and the person accused must only be disclosed on a “need to know” basis. We will consider 
whether any steps are necessary to manage any ongoing relationship between you and the 
person accused during the investigation. 
  
Once the investigation is complete, we will inform you of our decision. If we consider you have 
been harassed or bullied by an employee the matter will be dealt with under the Disciplinary 
Procedure as a case of possible misconduct or gross misconduct. If the harasser or bully is a 
third party such as a parent or visitor, we will consider what action would be appropriate to deal 
with the problem. Whether or not your complaint is upheld, we will consider how best to manage 
any ongoing working relationship between you and the person concerned. 
  
Protection and support for those involved   
  
Staff who make complaints or who participate in good faith in any investigation must not suffer 
any form of retaliation or victimisation as a result. Anyone found to have retaliated against or 
victimised someone in this way will be subject to disciplinary action under our Disciplinary 
Procedure. The School will seek to ensure that you are not in any way penalised whether directly 
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or indirectly for bringing a complaint and the situation will be monitored to ensure that the 
harassment has stopped. 
 
If you believe you have suffered any such treatment you should inform the Headmaster. If the 
matter is not remedied you should raise it formally using our Grievance Procedure or this 
procedure if appropriate. 
 
False or malicious allegations 
 
Making a false allegation deliberately and in bad faith will be treated as misconduct and dealt with 
under our Disciplinary Procedure. 
  
Record keeping   
  
Information about a complaint by or about an employee may be placed on the employee’s 
personnel file, along with a record of the outcome and of any notes or other documents compiled 
during the process. These will be processed in accordance with our Data Protection Policy. 
 
 
5. STAFF BEHAVIOUR POLICY 
 
Introduction 
 
This policy applies to all staff and volunteers in the School regardless of their position, role or 
responsibility. It sets out clear guidance on the standards of behaviour expected from all Staff (as 
defined below) at the School.   
 
References to “staff” throughout this policy relate to all of the following groups: 
 

 all members of staff including teaching and support staff; 

 volunteers; 

 casual workers; 

 student placements, including those undertaking initial teacher training and apprentices. 
 

The principles underlying the guidance aim to encourage staff to achieve the highest possible 
standards of conduct and minimise the risk of inappropriate conduct occurring.  
 
Staff are in a unique position of trust and influence as role models for pupils and must adhere to 
behaviour that sets a good example to all pupils within the School. 
 Staff also have an individual responsibility to maintain their reputation and the reputation of the 
School, both inside and outside working hours and the work setting. 

 
The School requires that all staff have read and agree to comply with this policy. Breach or failure 
to observe this policy may result in action being taken under the School disciplinary procedures 
including, but not limited to, dismissal. 
 
This Staff Behaviour Policy is not an exhaustive list of acceptable and unacceptable standards of 
behaviour.  In situations where guidance does not exist in this policy, Staff are expected to 
exercise their professional judgement and act in the best interests of the pupils and the School. 
 
This policy should be read in conjunction with the following related policies and procedures: 
 

 Child Protection Policy; 

 Equal Opportunities Policy; 

 E-Safety Policy; 

 Health and Safety Policy; 
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 Whistleblowing Policy. 
  

Staff should ensure that they have read and are familiar with these policies and procedures. 
 
Staff are also required to read and understand Part One of the Department for Education’s 
statutory guidance on safeguarding children and safer recruitment in education, Keeping Children 
Safe in Education. All senior members of Staff and those Staff working directly with children will 
also be required to read Annex A of Keeping Children Safe in Education in addition to Part One.  
 
 
Attendance and Timekeeping 
 
Should you need to be absent or expect to be late for any reason, you should ask the Headmaster 
in advance when possible. If this is not possible, please contact the School Office  at the earliest 
opportunity. 
 
Eating and Drinking 
 
Meals are available in the School Dining Hall at all pre-set meal times when staff are on duty and 
these are provided free of charge.  Hot and cold drinks are available in the House Kitchen. 
 
Smoking 
 
To promote a healthy and pleasant working environment and because of the fire risk, smoking 
(in any form, including the use of e-cigarettes) is not allowed anywhere on site.  You must not 
smoke on School premises or outside School gates. Any member of Staff wishing to smoke must 
leave the school grounds. 
 
You must not smoke whilst working with or supervising pupils offsite. 
 
Alcohol and Illegal Drugs 
 
Consumption of alcohol or illegal drugs is not permitted on site, save where at a school function 
or otherwise agreed when modest amounts of alcohol may be consumed. Your conduct and 
performance must not be adversely impacted by alcohol or drugs when undertaking your duties. 
Staff that reside on site may consume modest quantities of alcohol in private accommodation 
when they are not on duty. 
 
Security 
 
You must not remove any School documents from the site or take any photographs without due 
permission. The School reserves the right to search the outer clothing, bags and vehicles  of 
employees whilst on site. Staff may have a colleague in attendance on such occasions. 
 
Health and Safety 
 
All Staff have a duty to ensure that a safe working environment exists. Fire and evacuation 
procedures must be adhered to at all times and staff are required to familiarise themselves with 
the procedures and their responsibilities set out in the Health and Safety Policy.  
 
Personal Appearance 
 
We regularly receive visits from parents, potential parents and others, and naturally wish to 
convey an impression of professionalism and organisation. Therefore whilst not wishing to impose 
unreasonable obligations, staff are, nonetheless, required to look smart in appearance at all times 
and should adhere to the Staff Dress Policy. 
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Mobility and Flexibility 
 
Due to the demands and nature of the School, employees should be prepared to transfer upon 
request within departments either temporarily or permanently and/or to undertake work of a 
different nature, providing it is reasonable and safe to do so and the individual is adequately 
trained. 
 
Gifts, rewards and favours  
 
Staff should exercise care when selecting pupils for School teams, productions, trips and/or 
specific work tasks in order to avoid perceptions of favouritism or injustice.  Similar care should 
be exercised when excluding a child from an activity without prior consultation with the 
Headmaster or the Deputy Head. 
 
Staff should not give presents/rewards to an individual outside of the School reward system 
without prior permission from the Headmaster or Head of Boarding.  
 
Communication  
 
Good communication between all members of the School community is vital.  All communication 
between staff, pupils and parents should take place within clear, explicit and professional 
boundaries.  
 
Communication with parents 

Class and Form Teachers are expected to be the first point of contact between parents and the 

School, although enquiries will also come through the School Office. Staff can contact parents by 

telephone, email or letter. Staff should not contact pupils, parents or conduct any school business 

using personal email addresses. 

Where a member of Staff receives an email from a parent, a reply should normally be made within 

one working day. If a full reply cannot be made within that time, the member of Staff should send 

a brief acknowledgment e-mail and let the parent know when a fuller reply can be expected.  

Staff sending emails to parents/carers must send a copy (cc or bcc) to the Headmaster and also 

in all instances to the Head of Boarding and the Class teacher, if appropriate. 

Staff must inform the Headmaster if they receive an offensive email. 

Communication with Pupils 

Staff should carefully consider the manner in which they communicate with pupils so as to avoid 

any possible misinterpretation of their motives or behaviours. 

Staff should not give their personal mobile phone numbers or email addresses to pupils, nor 

should they communicate with them by social media, text message or personal email. If they 

need to speak to a pupil by telephone, they should use one of the School's telephones and email 

using the School system. The group leader on all trips and visits involving an overnight stay 

should take a School mobile phone with him/her and may ask the pupils for their mobile numbers 

before allowing them out in small, unsupervised groups. The School mobile should be used for 

any contact with pupils that may be necessary. The group leader will delete any record of pupils' 

mobile phone numbers at the end of the trip or visit and should ensure that pupils delete any staff 

numbers that they may have acquired during the trip.   
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Pupils should be encouraged to discuss with their parents or guardians issues that are troubling 

them. It may be appropriate to suggest that a pupil sees the School counsellor or a member of 

the pastoral team. 

Relationships with pupils  

Staff should understand that they are in a position of trust in relation to pupils, giving them 

influence and power by virtue of the knowledge they have and/or the authority invested in their 

role. Staff should ensure that their relationship with pupils clearly takes place within the 

boundaries of a respectful, professional relationship and avoid behaviour which may be 

misinterpreted by others.  

Infatuations  

On occasion, pupils may develop an infatuation for a member of Staff. If a member of staff 

suspects or becomes aware of an infatuation, the advice of the Headmaster or Deputy Head must 

be sought immediately. 

Other members of staff must alert a colleague to the possibility of an infatuation in order that 

appropriate steps can be taken. 

Staff should deal with these situations sensibly and appropriately to maintain the dignity and 

safety of all concerned.  

One to one situations  

Staff working individually with pupils should be aware of the potential vulnerability of pupils 
and staff in such situations. Staff should manage these situations and take reasonable and 
sensible precautions to ensure the safety and security of the pupil and staff alike. 
 
Individual work with pupils should not be undertaken in isolated areas or rooms where there is no 
external viewing panel. Where it is necessary to close doors for reasons of confidentiality, a 
colleague should be made aware of this and asked to remain vigilant. 
 
Where possible, a gap or barrier should be maintained between teacher and child at all times. 

Any physical contact should be the minimum required for care, instruction or restraint.  

Physical contact with pupils  

There are occasions when it is entirely appropriate and proper for staff to have physical contact 

with pupils but it is crucial that they only do so in ways appropriate to their professional role. 

Physical contact may be appropriate in the following circumstances: 

 When a pupil needs to get comfort or reassurance eg following an accident or personal crisis. 

 When a pupil needs encouragement to attempt a new challenge eg to climb on to a piece of 
apparatus or 

 When there is a need to take urgent action to avoid an incident or injury. 

Staff should use their professional judgement at all times. Physical contact must be appropriate 

for the age, understanding and sex of the child and must never threaten or be sexually 

inappropriate. Staff must also be sensitive to an individual’s cultural background and any special 

educational needs.  
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Staff should not have unnecessary physical contact with pupils and should be alert to the fact that 

minor forms of friendly physical contact can be misconstrued by pupils or onlookers. 

Staff are referred to the School’s Behaviour Policy for guidance on the use of reasonable force in 

relation to pupils.  

Transporting Pupils 

 

In certain circumstances it may be appropriate for staff to transport pupils offsite on approved 

School business. The Head must oversee the plan and provide oversight of all transport 

arrangements.  Staff should not transport pupils without prior authorisation or in the case of an 

emergency.  

 

Staff should ensure that the driver is not distracted while the vehicle is in motion for any reason 

other than an emergency and should also ensure all passengers are wearing correctly fastened 

seatbelts and have booster seats as required by their age and height. 

 

Prior to transporting pupils offsite, consent must be obtained from a pupil’s parent/guardian and 

staff should be aware that the safety and welfare of the pupils is their responsibility until they are 

safely passed back to their parent/carer. 

 

 

Contact with pupils out of school 

 

Staff should not: 

 arrange meetings with pupils off the School premises without the prior approval of the 

Headmaster 

 arrange private tuition of any of the School’s pupils in School or outside of School whether 

in term-time or outside of term-time without the prior written approval of the Headmaster 

and  

 give pupils their home address or any of their personal contact details. 

  

Acceptable use of technologies  

 

Staff must: 

 

 not engage in inappropriate use of social network sites which may bring themselves, the 

School or the School community into disrepute; 

 adopt the highest security settings on any personal profiles they have; 

 remain mindful of their digital footprint and exercise caution in all their use of social media 

or any other web based presence they have. This includes written content, videos or 

photographs and views expressed either directly or by ‘liking’ certain pages or posts or 

following certain individuals or groups; 

 exercise care when using dating websites where staff could encounter students; and  

 not make contact with pupils, their guardians or family members, accept or initiate friend 

requests or follow pupils’ or their guardians’ accounts on any social media platform.  
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Equal treatment  

 

We are committed to equal treatment for all staff and pupils regardless of their race or colour, 
nationality or national or ethnic origins, religion or belief, sex, sexual orientation, pregnancy or 
maternity, marital or civil partnership status, gender reassignment, age, and disability (together 
known as “Protected Characteristics”). 
   
We aim to create a friendly, caring and perceptive environment in which every individual is 

valued.  We endeavour to contribute positively towards the growing autonomy, self-esteem and 

safety of each pupil.  Staff will be required to undertake regular consultation activities with pupils 

eg [participation in anti-bullying week and speaking to children about their experiences at 

lunchtime and play-times]. 

Bullying, harassment, victimisation and/or discrimination will not be tolerated.  We treat all our 

pupils and their parents fairly and with consideration which we expect them to reciprocate towards 

each other, the Staff and the School.  Staff should ensure that they are familiar with the School’s 

staff Equal Opportunities Policy and the Anti-Bullying Policy and the School’s  policies on Equal 

Opportunities and Anti-Bullying.  

Photographs  

Many School activities involve recording images as part of the curriculum, extra-curricular School 

activities, publicity or to celebrate an achievement. In accordance with data protection legislation, 

the image of a pupil is personal data.  

 

Photographs must only be taken of children with the permission of a parent or an individual with 

parental responsibility. Such consent must have been provided in writing via the School’s consent 

form. It is also important to take into account the wishes of the pupil, remembering that some 

pupils do not wish to have their photograph taken or be filmed. 

 

Where photographs are taken by staff to evidence a child's progress, such photos should only be 

taken on School cameras or other School devices. They must then be downloaded onto a School 

computer. Photos cannot be used or passed on outside the School. Neither staff nor children 

should use their own mobile phones to take photographs.   

 

Concerns or Complaints 

The School aims to create an atmosphere in which a diverse range of people can work together 

openly in the spirit of mutual respect and trust towards a common purpose.  Nevertheless, we 

recognise that it is possible for misunderstandings and disagreements to arise or for mistakes to 

occur.  

 

Staff Complaints  

Complaints should be dealt with immediately and openly and staff should try to resolve issues 

informally in the first instance.  If this approach is impractical or unsuccessful, staff may wish to 

raise their concerns more formally in accordance with the School’s Grievance Procedure or 

Whistleblowing Procedure, depending on the nature of the concern.   
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Parental Complaints  

Staff must ensure that parental complaints are dealt with in accordance with the School’s 

Complaints Policy.   

Safeguarding 

For procedures for dealing with allegations or concerns about a child or disclosures/allegations 
of abuse, staff should refer to the School’s Child Protection Policy. 
 
 
APPRAISAL POLICY – TEACHING STAFF 

Purpose 

Appraisal in the School will be a supportive and developmental process designed to ensure that 
all staff have the skills and support they need to carry out their role effectively.  It will help to 
ensure that staff continue to improve and develop in their role 

Application of the Policy  

The policy applies to all teaching staff, except those on contracts of less than one term, those in 
a probationary period or undergoing induction (ie NQTs). It does not form part of your contractual 
terms. 

The Appraisal Period  

The appraisal period will normally run for twelve months from 1 September to 31 August in each 
year. Teachers who are employed on a fixed term contract of less than one year will have their 
performance managed in accordance with the principles underpinning this policy. The length of 
the period will be determined by the duration of their contract.  

Appointing Appraisers  

The Headmaster will be the appraiser for those teachers he directly line manages and will 
delegate the role of appraiser to the relevant line managers or appropriate alternative for other 
teachers. Where a teacher has more than one line manager, the Headmaster will determine which 
line manager will be best placed to manage and review the teacher’s performance.  

Setting Objectives  

Objectives for each member of staff will be set before, or as soon as practicable after, the start of 
each appraisal period. There will normally be at least three objectives set. The objectives will be 
specific, measurable, achievable, realistic and time-bound and will be appropriate to the 
employee’s role and level of experience. Objectives will be drawn up by the appraiser normally 
in consultation with the member of staff. Objectives may be revised if circumstances change.  

The objectives set for each employee will, if achieved, contribute to the School’s plans for 
improving the School’s educational provision and performance and improving the education of 
students at the School. This will be achieved by ensuring that the objectives directly relate to the 
School or Departmental Development Plans.  

The Head may review all objectives to ensure that they have been set appropriately, that they 
are consistent with Department/School Development Plans and that they are written in such a 
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way that measuring success can be done objectively. If necessary, the Head will require 
objectives to be re-considered. 

The School will set reasonable and objective standards it expects staff to achieve.   

Reviewing Performance   

Lesson Observation  

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

Lessons will be regularly observed but the amount and type of classroom observation for 
appraisal purposes will depend on the individual circumstances of the teacher (particularly if 
concerns have been raised about their performance) and the overall needs of the School. The 
total number of lessons to be observed for appraisal purposes will normally be one teaching 
period each year.   Where evidence emerges which gives rise to concern about the teacher’s 
performance, additional observations may be arranged. 

In addition to formal observation, the Headmaster or other leaders with responsibility for teaching 
standards may carry out “drop-in” observations in order to evaluate the standards of teaching and 
to check that high standards of professional performance are established and maintained. The 
notice period, length and frequency of “drop-in” observations will vary depending on specific 
circumstances. Feedback on observations will ideally be given as soon as possible. 

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

Development and support  

Appraisal is a supportive process which will be used to inform continuing professional 
development. The School wishes to encourage a culture in which all teachers take responsibility 
for improving their teaching through appropriate professional development. Professional 
development will be linked to School Development Plan priorities and to the ongoing professional 
development needs and priorities of individual teachers.  

Feedback  

Teachers will receive constructive feedback on their performance as soon as practicable after 
observation has taken place or other evidence has come to light.  

Feedback will highlight particular areas of strength as well as any areas that need attention. 
Where there are concerns about any aspects of the teacher’s performance, the appraiser will 
meet the teacher to:  

 Give clear feedback to the teacher about the nature and seriousness of the concerns.  
 

 Give the teacher the opportunity to comment and discuss the concerns. 
 

 Agree any support that will be provided to help address those specific concerns.  
 

 Make clear how, and by when, the appraiser will review progress and 
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 Explain the implications and process if no – or insufficient – improvement is made.  

When progress is reviewed, if the appraiser is satisfied that the teacher has made, or is making, 
sufficient improvement, the appraisal process will continue as normal, with any remaining issues 
continuing to be addressed through that process.  

Annual Assessment  

The performance of all employees will be formally assessed in respect of each appraisal period.  

This assessment is the end point to the annual appraisal process, but performance and 
development priorities may be reviewed and addressed at interim meetings throughout the year 
if necessary. 

A meeting will be arranged with you to discuss your performance to include: 

 What has gone well and not to so well in your opinion 

 What has gone well and not so well in the opinion of the Headmaster 

 An assessment of performance of your role and responsibilities 

 An assessment of your professional development needs and identification of any action 

that should be taken to address them and  

 Agreed plans for the following year. 

The assessment of performance and of professional development needs will inform the planning 
process for the following appraisal period. 

Transition to capability  

Where concerns are highlighted as a result of the appraisal process they will usually be raised 
informally in the first instance and support and training offered.  However, if this does not lead to 
the required improvement or if the concerns are sufficiently serious, they will be addressed under 
the Capability Procedure. 

 

7. APPRAISAL POLICY – SUPPORT STAFF 

Your performance will be reviewed on a regular basis throughout your employment. However, in 
each year you will have a meeting with your Head of Department to formally consider your 
performance during the preceding year and to agree on future work objectives to assist both you 
and the School to improve work performance and to assist the School to achieve our objectives. 
One further objective of the appraisal interview is to identify any particular training needs you may 
have to assist your future development. 

You will be given a copy of the appraisal form prior to the meeting and you are encouraged to 
discuss in an open and honest manner any issues which you believe need to be discussed.  You 
and your Head of Department should complete the appraisal form during the course of the 
meeting.  After the meeting, you will be given a copy which you should review and sign if you are 
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satisfied it accurately reflects the discussions.  You will retain a copy and the completed copy will 
be placed on your personnel file. 

 
8. DISCIPLINARY PROCEDURE 
 
The Staff Behaviour Policy and the Disciplinary Procedure, with which all employees have a 
responsibility to familiarise themselves, are designed to promote fairness and consistency in the 
treatment of all employees and to assist the School to function effectively. This procedure will 
apply to any disciplinary situation which includes misconduct and also cases of poor performance 
that result from misconduct. It is not contractual but applies to all employees who should 
familiarise themselves with its provisions. Performance issues that do not relate to misconduct 
will be dealt with in accordance with the Capability Procedure. However, the two procedures may 
be run in parallel at first in order to investigate the underlying cause of the concern. 
 
The Staff Behaviour Policy sets standards of required conduct at work. 
 
This Disciplinary Procedure is designed to ensure that these standards are adhered to and 
provides a fair method of dealing with any alleged failures to observe them.  The procedure does 
not preclude minor disciplinary situations from being dealt with informally. 
 
In cases other than gross misconduct, an employee whose conduct does not meet the standards 
will normally first be counselled in an attempt to achieve the required improvement.  However, 
the School reserves the right to commence the procedure at any stage if the circumstances 
warrant such action. 
 
No disciplinary action will be taken until the case has been investigated and the employee has 
had the opportunity to respond to the allegations in accordance with the procedure set out below.  
All disciplinary situations will be dealt with without unreasonable delay. 
 
In the event of absence of any of those involved, except for the employee who is the subject of 
the procedure, a deputy may take their place provided that this will not jeopardise the likelihood 
of a fair outcome. 
 
Suspension 
 
Where an employee is accused of an act of serious or gross misconduct, or where the 
circumstance otherwise warrant it, after careful consideration he/she may be suspended from 
work on full pay pending the outcome of the disciplinary procedure.  Such suspension is not a 
form of disciplinary action. 
 
Where appropriate, during any disciplinary investigation or suspension, the Headmaster or Bursar 
will appoint a senior member of staff, who is not involved in the disciplinary procedure, to provide 
guidance and support to the member of staff under investigation or suspension. 
 
Formal Disciplinary Procedure 
 
Investigation 
 
When a disciplinary situation arises a senior member of staff will, as soon as reasonably 
practicable, carry out an investigation into the matter.  The investigation will be confined to 
establishing the facts and gathering any relevant documentation.  Where necessary, the 
investigating officer will obtain statements from any relevant individuals.  An investigatory meeting 
with the employee may take place if considered appropriate by the investigating officer. 
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Notification 
 
If, as a result of the investigation, it is decided that there is a disciplinary case to answer, the 
employee will be invited to attend a disciplinary meeting. 
 
The employee will be informed in writing of the nature of the complaint and where appropriate, 
will be provided with copies of any written evidence gathered during the investigation.   
 
Where either party intends to call any relevant witnesses at the disciplinary meeting, advance 
notice of their intention to do so must be given.  
 
Disciplinary Meeting 
 
A disciplinary meeting will be conducted by the Headmaster or Bursar (or an appropriate senior 
member of staff appointed by them, who has had no prior involvement).  The employee may be 
accompanied by a trade union representative or colleague if desired.  The employee and their 
companion should make every effort to attend the disciplinary meeting.  In the event that the 
employee fails to attend the disciplinary meeting this will usually be rearranged once, but should 
they fail to attend the rearranged meeting then a decision may be reached in their absence. 
 
The employee will be given the full opportunity at the disciplinary meeting to explain the matter 
and respond to the allegations. 
 
A note taker will usually be present but will not be involved in the decision-making process. 
 
If, following the disciplinary meeting, it is decided that disciplinary action is warranted, the 
employee will be advised of the decision in writing and will specify the details of: 
 

 the failure to meet the required standard 
 

 any action required by the employee to remedy the situation 
 

 any relevant review period /duration of warning  and the consequences of continued or 
subsequent failure to reach and sustain the required standard of performance or conduct  

 

 the right of appeal 
 
In the event that disciplinary action is warranted one of the sanctions below may be issued.  A 
sanction may be imposed at any level including summary dismissal depending on the 
circumstances. 
 

 Written Warning 
In the case of a first act of misconduct, or a repetition of earlier minor offences, or a failure 
to improve, the employee will be given a written warning, setting out the precise nature of 
the offence, the likely consequences of further offences and specifying, if appropriate, the 
improvement required and over what period. 

 

 Final Written Warning 
In the case of a sufficiently serious offence, or a repetition of earlier offences the employee 
will be given a final written warning, setting out the precise nature of the offence, the likely 
consequences of further offences and specifying, if appropriate, the improvement required 
and over what period. This may include a statement that any recurrence or no 
improvement may lead to a dismissal or to some other action short of dismissal. 
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 Dismissal 
This stage will normally result from continued failure by the employee to act on previous 
warnings or an act of gross misconduct.  In the case of gross misconduct, the employee 
will normally be dismissed without notice or payment in lieu of notice. If the decision to 
dismiss is made, the employee will be informed in writing of the reason for dismissal, the 
date on which the contract between the parties will terminate and the appropriate period 
of notice. 
 

Alternatives to Dismissal 
 
In exceptional circumstances, the following actions short of dismissal may be considered as an 
alternative to dismissal: 
 

 Suspension without pay.  

 Demotion. 

 Transfer. 
 
Gross Misconduct 
 
In exceptional circumstances, employees may be dismissed without notice if it has been 
established, after investigation and after hearing the employee’s explanation at a disciplinary 
meeting, that there has been an act which constitutes gross misconduct. 
 
Examples of actions which constitute gross misconduct include (but are not limited to): 
 

 gross insubordination 

 serious breach of health and safety rules 

 serious breach of the School email and internet use policy 

 theft or fraud from either the School or co-workers or deliberate damage to School 
property or that of co-workers 

 being under the influence of drink or illegal drugs at work 

 disorderly or threatening conduct on School premises 

 contravention of the equal opportunities and discrimination policy 

 negligence resulting in serious loss, damage, or injury 

 assault or attempted assault 

 falsification of records 

 conviction on a criminal charge 

 acceptance of a police caution 

 breach of School policies or procedures 

 bullying or harassment of colleagues, pupils or parents 

 abuse or suspected abuse of your position of trust in relation to pupils at the School 

 bringing the School into disrepute 
 
Appeals 
 
An employee may appeal against a disciplinary decision within five working days of receipt of the 
written decision. Such appeals are to be made in writing to the Bursar. 
 
The Appeal Hearing will be convened as soon as is reasonably practicable.  The Appeal Hearing 
will be held by the Headmaster or Bursar or another member of the Senior Management Team 
who has had no prior involvement.  The Headmaster or Bursar will not hear the appeal if they 
held the disciplinary meeting. Where new evidence arises prior to, or during, the appeal, the 
employee will be given access to any relevant information or evidence and will have the 
opportunity to make representations.  The employee will have the right to be accompanied at any 
Appeal Hearing by a colleague or trade union representative.  The employee will be informed in 
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writing of the decision of the Appeal Hearing following the conclusion of the hearing.  Such 
decision will be final.  In the event of an unsuccessful appeal against a decision to dismiss, the 
original dismissal date shall stand. 
 
 
 
 
Record Keeping 
 
A copy of all formal warnings will be retained on an employee’s personnel file but will be 
considered spent after a period of twelve months.  
 
 
9. CAPABILITY PROCEDURE 
 
This procedure applies where a member of staff is failing to carry out their responsibilities or 
duties in a satisfactory manner, due to a lack of ability, experience or qualifications or on health 
grounds.  
 
This procedure aims to ensure fairness and consistency throughout the School and provides for 
warnings to be given for failure to meet our standards of job performance. The procedure is non-
contractual in nature but applies to all members of staff except that this procedure will not apply 
during the first two years of employment.  All members of staff should familiarise themselves with 
its provisions.  
 
Most performance improvement procedures will follow the course set out below.  However, we 
may vary the process to suit individual circumstances; such a variation will not amount to a breach 
of this procedure.  The procedure will be invoked when performance issues arise or are identified 
either following an appraisal process or otherwise. 

The School will normally address performance informally and offer appropriate training and 
support to an employee before progressing under this prcedure.  

The procedures set out in this document aim to ensure that there is: 
 

 Openness and awareness for staff when they are not meeting the required levels of 
performance. 

 

 A means of monitoring performance and establishing performance criteria. 
 

 A degree of consistency in how staff are given opportunities to attain satisfactory levels of 
performance. 

 

 Assistance in identifying the most appropriate form(s) of support and providing that 
support. 

 
The School will consider what training and support it can give the employee to help them meet 
the performance requirements. 
 
SUSPENSION  

Where you are accused of an act of serious or gross negligence, you may be suspended from 
work, on full pay and benefits, pending the outcome of the capability or disciplinary procedure. 
Where appropriate, during any investigation or suspension, the Head or Bursar will appoint a 
senior member of staff, who is not involved in the capability or disciplinary procedure, to provide 
guidance and support to the member of staff under investigation or suspension. 
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FORMAL MEETING 

If we consider that it is necessary to invoke the formal capability procedure we will inform you in 
writing. In so doing, we will give you reasonable notice of a Capability Meeting and set out details 
of the alleged shortfall or failure in performance, together with any evidence relied upon if 
practicable and available.  

At all stages of the procedure, you will be allowed to attend a Capability Meeting with a colleague 
or a trade union official as a representative and you will be given an opportunity to state your 
case. You must take all reasonable steps to attend the hearing. In the event that you fail to attend 
the meeting, this will usually be rearranged once, but should you fail to attend the rearranged 
meeting then a decision may be reached in your absence. 
 
Following the meeting, we will write to you to confirm our decision. You will also be informed of 
your right to appeal the decision if you are not satisfied with it. 

APPEAL  

An employee may appeal against a decision within five working days of receipt of the written 
decision. Such appeals are to be made in writing to the Bursar. 
 
The Appeal Meeting will be convened as soon as is reasonably practicable.  The Appeal Meeting 
will be held by the Headmaster, Bursar or another member of the Senior Management Team who 
have had no prior involvement.  The Head or Bursar will not hear the appeal if they held the 
capability meeting.  Where new evidence arises prior to or during the appeal, the employee will 
be given access to any relevant information or evidence and will have the opportunity to make 
representations.  The employee will have the right to be accompanied at any Appeal Meeting by 
a colleague or trade union representative.  The employee will be informed in writing of the decision 
of the appeal meeting following the conclusion of the meeting.  Such decision will be final.  In the 
event of an unsuccessful appeal against a decision to dismiss, the original dismissal date shall 
stand. 
 
If your performance shortfall or failure is dealt with under the formal capability procedure, a record 
will be kept of the shortfall or failure, your defence or mitigation, minutes of the capability meeting, 
the action taken and reasons for it, whether an appeal was lodged, its outcome and any 
subsequent developments.  These records are confidential and will be retained on your personnel 
file in accordance with the prevailing data protection legislation. .  

PERFORMANCE WARNINGS 

Written warning 

In the case of serious shortfall, or failure or a repetition of earlier shortfall or failure, you will be 
given a written warning, setting out the precise nature of the shortfall or failure, the likely 
consequences of further shortfall or failure and specifying, if appropriate, the improvement 
required and over what period.  Objectives, timescales and measures for the performance 
improvement should be set.  Your Line Manager should offer help with training and supervision 
as required.   A written warning will be kept on your record but will be considered expired after 12 
months. Your performance may be appraised at intervals to be determined by your Line Manager 
at any time during this period.  

Final written warning 

In the case of a further repetition of earlier shortfall or failure, if you still fail to improve or if the 
shortfall or failure, whilst falling short of gross negligence, is serious enough to warrant only one 
written warning, you will be given a final written warning setting out the precise nature of the 
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shortfall or failure containing a statement that any recurrence or failure to improve will lead to 
dismissal or whatever other penalty is considered appropriate and specifying, if appropriate, the 
improvement required and over what period. A final written warning will be kept on your record 
but will be considered expired after 12 months.  Objectives, timescales and measures for the 
performance improvement should be set.  The Headmaster should offer help with training and 
supervision as required. Your conduct and performance will be appraised, at intervals to be 
determined by the Headmaster at any time during this period. 

Depending upon the seriousness of the matter and all the circumstances, any of the above stages 
may be omitted.  

Dismissal 

In the case of gross negligence, or if all of the appropriate stages of the warning procedure have 
been exhausted, you will normally be dismissed.  

We reserve the right to consider other possible formal action including (but without limitation): 
demotion or transfer; loss of seniority or salary increment; suspension (without pay).   

If you are dismissed, you will be provided with a written statement detailing the reasons for 
dismissal, the date on which employment will terminate and the right of appeal.  

EXAMPLES 

The following are non-exhaustive and non-exclusive examples of the sort of performance 
shortfalls or failures, which will normally lead to action being taken.  

Minor offences (informal oral warning) 

 Occasional poor job performance involving sub-standard work or application.  

Serious offences (written or final written warning) 

 Consistent poor performance or application. 

 Failure to improve performance following an appraisal meeting or performance review, 
within the timescale specified within such a meeting or review. 

 Failure to perform duties or roles to an acceptable standard for reasons which it is within 
your power to rectify.  

You should be made aware that, if there is no adequate improvement following the issue of 
warnings, such issues may result in dismissal. 

Capability and consistent performance offences (dismissal with notice)  

 Incapacity or unsuitability to perform role function or main job functions/duties as set out 
in job description and which cannot be rectified by training or coaching. 

 Consistent failure or inability to improve performance to required or reasonable standards 
or to the level of other members of staff carrying out the same, similar or equivalent work. 

 Inability to satisfactorily do or do not have the qualifications, aptitude and/or ability for the 
job.  
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Gross negligence (dismissal without notice) 

 In the most serious cases of gross negligence, normally (but not necessarily) resulting in 
significant financial loss or loss of reputation to the School, where our continued trust and 
confidence in you has been destroyed as a result, dismissal may be without notice or 
payment in lieu of notice.   

Long term sickness absence  
 
Where an employee’s underperformance is as a result of long term sickness absence then the 
School will always seek medical advice prior to making a decision about an employee’s ongoing 
employment. The School will also consider whether there are any reasonable adjustments which 
can be made to assist the employee to perform their role.  In cases where the School has 
concerns about the employee’s long term ability to perform their job as a result of health grounds, 
the School will normally move to dismissal stage without prior warnings. 
 
Relationship with Disciplinary Procedure 

The capability procedure is not intended to apply to cases where poor performance results directly 
from misconduct, in which case the disciplinary procedure should normally apply. It may not, 
however, always be immediately clear whether poor performance results from misconduct or 

capability and the procedures may, initially, be run in parallel whilst the concerns are being 

investigated.  

You may be dismissed following exhaustion of the formal capability procedure and have no 
separate right to have the disciplinary procedure followed prior to dismissal, and vice versa.  

Live warnings issued under the disciplinary procedure may, if appropriate, be taken into 
consideration when considering the level of warning to be given under the capability procedure, 
and vice versa. 

 
10.  GRIEVANCE PROCEDURE 
 
Should an employee at any time have a grievance connected with his or her employment, it will 
be the School’s intention to consider and resolve it at the earliest opportunity and to the 
satisfaction of all concerned wherever possible. The procedure is not contractual but applies to 
all employees who should familiarise themselves with its provisions. All stages of this process will 
be dealt with without unreasonable delay. 
 
Informal  
 
An employee who has a grievance with any aspect of his or her employment should raise it initially 
with his or her line manager and the matter will be discussed informally and resolved where 
possible. If the employee feels unable to speak to their manager, for example, because the 
complaint concerns him or her, then they should speak informally to a member of the Senior 
Management Team. If this does not resolve the issue, you should follow the formal procedure set 
out below. 
 
Formal 
 
If no satisfactory resolution is possible or the employee considers they have not been fairly 
treated, they may raise their grievance in writing to the Headmaster and it will be treated as a 
formal grievance. If the grievance concerns the Headmaster, it should be raised with either the 
Deputy Headmaster or the Bursar.  
 
When an employee raises a formal grievance, a meeting will be arranged as soon as possible.  



 

67 

At the meeting, the employee will have the opportunity to explain his/her grievance and how 
he/she thinks it may be resolved.  Depending on the circumstances, the meeting may be 
adjourned in order for an investigation to take place. Where the matter needs to be investigated 
and/or the meeting adjourned, the employee will be given an indication of the likely timescale for 
receiving a response. 

At the meeting, the employee may be accompanied by a colleague or trade union representative 
of their choice. The employee must tell the person holding the grievance meeting who their 
chosen companion is in good time before the meeting. 

The employee will be informed in writing of the outcome of the grievance and the reasons for the 
decision. If any action is to be taken as a result of the grievance, the employee will, where 
possible, be informed. 

The decision will be issued as soon as possible following the conclusion of the meeting.  Where 
the matter needs to be investigated and/or the meeting adjourned, the employee will be given an 
indication of the likely timescale for receiving a response. 

 
Appeal 
 
If the employee feels that his or her grievance is not satisfactorily resolved, or feels he/she has 
been unfairly treated, he or she may, within five working days of the written decision, appeal in 
writing to the Headmaster, Deputy Head or Bursar as appropriate. 
 
An Appeal Hearing will be convened as soon as is reasonably practicable, and will be heard by 
either the Head, Deputy Head, Bursar or a panel of up to three members of the SMT.   
 
At the Appeal Hearing, the employee may be accompanied by a colleague or a trade union 
representative of their choice. 
 
Whenever possible, a decision of the appeal and the reasons for it will be given within ten working 
days of the hearing. This decision will be given in writing and will be final. 
 
10. REFERENCES 
 
All requests for references should be communicated to the Headmaster. No reference should be 
given on behalf of the School by an employee unless give prior permission to do so by the 
Headmaster.   
 
Mortgage, rent or legal references will only be given in response to a specific written request to 
the Bursar and no information will be supplied without your permission. 
 
11. TRAINING AND DEVELOPMENT 
 
Structured training and development at all levels within the School is essential to the efficient and 
effective operation of the School’s support services and the development of the individual. 
 
The School aims to ensure that all employees have the knowledge, skills and experience to meet 
satisfactorily the required standards of job performance. In order to meet its requirements, the 
School will provide opportunities for personal development and advancement to those employees 
with the requisite ability, aspirations and characteristics. The objectives of the Training and 
Development Policy are as follows: 
 

 To provide an effective induction programme for each individual, ensuring an 
understanding of the school, department and the individual’s duties and responsibilities 
and this will include training/instruction on health and safety and any legal requirements. 
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 To provide introductory and ‘on the job’ training to enable new employees to reach the 
required performance standard. 

 

 To identify current and future training needs of the individuals and match these to cost 
effective training programmes. 

 

 To provide training to ensure improvements in skills, knowledge and attitude. 
 

 To encourage and support employees to undertake further studies in the areas which are 
of benefit to themselves and their role in the School. 

 
The appraisal process involves the Headmaster, Members of the SMT and Head of Early Years’ 
in reviewing the attributes of their staff with a view to matching them with the School’s 
requirements. The development of individuals is a two-way process; Departmental Heads will 
discuss the performance of the individual and provide information on available opportunities, 
whilst employees will have the responsibility of informing their Departmental Head of their 
aspirations and co-operating with actions designed to maintain and improve their abilities. This 
process supplements the informal observation and contact between the Headmaster and the 
employee. 
 
From time to time, the School may pay for you to attend training courses. In consideration of 
this, the School may ask that you enter into a separate agreement that, if your employment 
terminates after the School has incurred liability for the cost of you doing so, you will be liable to 
repay some or all of the fees, expenses and other costs.  If this is case then you will be 
informed before you start the course of your liability and an agreement will be drawn up 
between you and the school 
 
13. RETIREMENT POLICY 

Policy Statement 

The School currently has no default retirement age applying to all staff although this will be 
reviewed from time to time by the School to reflect our business needs. We acknowledge that 
retirement is a matter of choice for individuals. 

It may be that for certain posts within the School, a default retirement age is necessary.  If this is 
the case, it will be specified in your contract of employment or notified to you in writing.  We will 
review whether any fixed retirement age remains necessary from time to time and will let you 
know if we consider this needs to change. 

We are proud to employ people of all ages and consider that age diversity is beneficial to the 
organisation.  We are committed to not discriminating against employees because of age and 
adhere to the principles set out in our Equal Opportunities Policy. 

Employees are free to retire whenever they choose. Employees may wish to ask the School to 
consider alternative roles or working patterns which may be agreed solely at the School’s 
discretion.  If eligible, they may make a formal request to work flexibly in accordance with the 
Flexible Working Policy. 

Purpose of the Policy 

This policy aims to create a framework for workplace discussions, enabling you to express your 
preferences and expectations with regard to retirement and enabling us to plan for our business. 
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This policy does not form part of your contract of employment and we may amend it from time to 
time as we consider appropriate. 

Discussing your Future Plans 

You or the Headmaster may want to discuss your short, medium and long-term plans as the need 
arises. For example, a promotion opportunity may arise or, if your circumstances change, you 
may want a different working pattern or to stop work altogether. We need to plan ahead and so 
may indicate to staff from time to time that it would be helpful to know what their plans are. There 
is no obligation for us or you to hold workplace discussions about your future plans but it may be 
mutually beneficial to do so. 

We will not make generalised assumptions that performance will decline with age, whether due to 
competence or health issues. Regardless of age, if we think there are problems with your 
performance or ill-health, these will be dealt with in the usual way through the Capability Procedure.  

If a workplace discussion takes place for the purposes above, we will aim to make it as informal as 
possible. 

During any workplace discussion: 

 we will not assume that you want to retire just because you are approaching a certain age, 
such as state pension age and 
 

 we will not make discriminatory comments, suggesting that you should retire due to age 
If you indicate that you are thinking of retiring, you are free to change your mind at any time 
until you have actually given notice to terminate your employment.  

Your employment or promotion prospects will not be prejudiced because you have expressed an 
interest in retiring or changing work patterns. 

If you express an interest in moving to a more flexible working pattern or changing role, we will 
confirm that this is what you want before any action is taken which could affect your employment, 
such as a change to your role or responsibilities. 

Giving notice of retirement 

If you have decided to retire, we would appreciate as much notice as possible.  In any event you 
must give the School at least the notice you are obliged to give under your contract of 
employment. 

Pension Arrangements 

If you decide to retire or would like the School to consider alternative working patterns, you should 
take pension advice from your pension provider or a pension adviser.  The School cannot give 
advice on the effect on your pension of either retirement or of amending your hours of work. 

12. TRADE UNIONS 
 
The School does not recognise a Trade Union as having representative rights and relies upon 
the existing management structure for communication between employee and employer.  
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SECTION G – FAMILY FRIENDLY LEAVE ENTITLEMENTS 

1. MATERNITY LEAVE AND PAY 
 
Maternity Leave 
 
All pregnant employees regardless of length of service or hours worked are entitled to take up to 
52 weeks maternity leave, of which 26 weeks is Ordinary Maternity Leave and 26 weeks is 
Additional Maternity Leave.  Additional Maternity Leave follows Ordinary Maternity Leave and 
there can be no gap between the two. 
 
All pregnant employees must take a minimum of 2 weeks’ maternity leave immediately following 
the birth.  This is compulsory maternity leave. 
 
You may start your maternity leave any time from the 11th week before the expected week of 
childbirth (EWC), provided that you notify the School by the 15th week before the EWC, of:- 

 

 the fact that you are pregnant. 
 

 the date of the EWC. 
 

 the intended start date of maternity leave. 
 
and submit a Form MAT B1 which is a certificate from your GP or midwife confirming the EWC.  
 
The School will reply to you within 28 days to inform you of the date by which you are expected 
to return to work if you take your full leave entitlement. 
 
You can change the start date of your maternity leave providing you give the School 28 days’ 
notice.  If it is not reasonable practicable to give this much notice, for example if the baby is born 
early and leave must start early, then you do not have to give the above notice but should give 
the School as much notice as possible. 
  
Maternity leave cannot start any earlier than 11 weeks before the EWC, unless the baby is born 
early and maternity leave starts automatically. 
 

 A pregnancy related illness during or after the 4th week before the EWC automatically triggers 
maternity leave. 
 
Statutory Maternity Pay (SMP) 
 
To qualify for SMP you must:- 

 

 be pregnant and have reached the start of the 11th week before the EWC or have had 
your baby by then; 

 

 have been continuously employed for at least 26 weeks by the end of the Qualifying Week 
(which is the 15th week before the EWC); 

 

 have had normal weekly earnings at a rate not less than the lower earnings limit for 
National Insurance contributions for a period of 8 weeks immediately preceding the 
Qualifying Week; 

 

 have stopped actually working for the School; 
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 give 28 days' advance notice of your absence and submit Form MATB1. 
 
The SMP period lasts for a maximum of 39 weeks. 
 
There is no distinction between part-time and full-time employees for SMP purposes. 
 
If you are entitled to SMP, you will receive 9/10ths of your usual salary for the first 6 weeks and 
the current weekly SMP rate, from time to time in force, for the remaining period, (usually 33 
weeks) subject to the usual deductions.   
 
If you earn less than the weekly SMP rate, you will receive SMP at 9/10ths of your salary for the 
whole 39 week period. 

 
Occupational Maternity Pay  
 
If you are entitled to maternity leave, you will be able to receive SMP for the 39 weeks that you 
are away from work, unless you return to work earlier in which case your entitlement to SMP will 
stop on your return.   
 
If you do not qualify for SMP, you may be entitled to the Maternity Allowance which is payable by 
the Department for Work and Pensions. 
 
Return to Work 
 
If you wish return to work before the end of the full 52 weeks’ maternity leave, you must give the 
School at least 8 weeks’ notice of your intention to return to work early.  If you decide you would 
like to change the date of your return to work, you can do so providing you give the School at 
least 8 weeks’ notice. 
 
If you do not wish to return to work following your maternity leave you should provide the School 
with sufficient notice, and at least the amount of notice required by your contract of employment.  
If you confirm that you will not return to work after having the baby, you will still be entitled to 39 
weeks’ SMP if you qualify.  
 
Maternity returnees are entitled to any salary increases or enhanced benefits that are introduced 
in their absence. 
 
“Keeping in Touch Days”  
 
During the maternity leave period the School may make reasonable contact with you.  The School 
will keep you informed of promotion opportunities or information relevant to your job. 
 
During the maternity leave period, by agreement with the School you may do up to ten days’ 
work.  These are known as Keeping in Touch days.  You will be paid for any Keeping in Touch 
Days at a rate agreed with the School, in addition to any SMP.  The type of work you may carry 
out will be a matter to be agreed between you and the School, and may include attending training 
or team meetings.  Keeping in Touch days may not take place within two weeks after the baby is 
born. 
 
Keeping in Touch days are not compulsory and you will not suffer any consequence if you decline 
the offer of a Keeping in Touch day.  Similarly, you do not have a right to Keeping in Touch days 
and the School is under no obligation to agree to a Keeping in Touch day.  
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2. ANTENATAL APPOINTMENTS POLICY 
 
Time off for pregnant women 
 
All pregnant employees are entitled to paid time off to attend antenatal appointments. Please 
confirm your appointment times with your Line Manager or the Headmaster, giving as much 
notice as possible.  You may be asked for your appointment card. 
 
Parent craft classes or relaxation classes should be attended out of core working hours wherever 
possible (unless they are on medical advice).  Where this is not possible please discuss with your 
Line Manager or Headmaster giving as much notice as possible 

 
Time off for accompanying a pregnant woman: eligibility 

You may take unpaid time off to accompany a pregnant woman to an antenatal appointment if 

you have a "qualifying relationship" with the woman or the child. This means that either: 

 you are the baby's father 
 

 you are the pregnant woman's spouse, civil partner or are living with her in an enduring 
family relationship and she is not your sister, mother, grandmother, aunt or niece or 
 

 you are one of the intended parents in a surrogacy arrangement and expect to obtain a 
parental order in respect of the child. 

 

Time off for accompanying a pregnant woman: how to book time off 

 

Please give us as much notice of the appointment as possible. You must provide us with a signed 

statement providing the date and time of the appointment and confirming: 

 

 that you meet one of the eligibility criteria set out above 
 

 that the purpose of the time off is to accompany the pregnant woman to an antenatal 
appointment and 
  

 that the appointment has been made on the advice of a registered medical practitioner, 
registered midwife or registered nurse. 

Time off for accompanying a pregnant woman: amount of time off 

You have the right to take time off to accompany a pregnant woman to up to two antenatal 
appointments in relation to each pregnancy. 

You must not take more than six and a half hours off for each appointment, including travel and 
waiting time. 

Time off to attend these appointments is unpaid. 

Further time off for antenatal appointments is in the School’s absolute discretion. 
 
3. PATERNITY LEAVE AND PAY 

If you are the biological father of a child, or the husband, civil partner or partner of the mother, or 
in any case have parental responsibility for a child’s upbringing, you may be entitled to paternity 
leave. 
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You will only be entitled to paternity leave if you have worked continuously for the School for 26 
weeks leading into the 15th week before the baby is due.   

Paternity Leave 

If you are eligible, you can take 2 weeks paternity leave. To claim entitlement to paternity leave 
you will need to give the School notice, in the form of a certificate which can be obtained from the 
Bursar, by no later than the 15th week before the baby is due.  Providing false information on a 
certificate in order to claim paternity leave will be a disciplinary offence.  

Paternity leave must be taken within 56 days of the birth (or, if the birth is early, any time between 
birth and 56 days after the date the baby is due).  You can take either one week or two weeks, 
but not odd days.  If two weeks are taken they must be consecutive.  A maximum of two weeks’ 
paternity leave is permitted per pregnancy, regardless of how many children are born. 

You can change your mind about the date on which you want your paternity leave to start 
providing you tell the School at least 28 days in advance.  If you are unable to give 28 days’ 
notice, you should give the School as much notice as possible. 

Paternity Pay 

If you take paternity leave in accordance with this policy, you will be eligible for Statutory Paternity 
Pay (SPP), provided your weekly earnings are over the lower earnings limit for National Insurance 
purposes. 

If you are entitled to SPP, you will receive the current weekly rate from time to time in force or 
90% of your average weekly earnings, whichever is the lower. 

An employee who is not entitled to SPP may be entitled to Income Support from the Department 
of Work and Pensions. 

 

 

General 

Normal terms and conditions of employment continue during paternity leave except for terms 
relating to salary. 

There are a number of other related areas such as shared parental leave, ordinary parental leave, 
time off for dependants and the right to request flexible working.  Please see separate policies in 
this Handbook for details.  

You are entitled to return to the same job following paternity leave. 

4. SHARED PARENTAL LEAVE 

About this policy 

This policy outlines the arrangements for shared parental leave and pay in relation to the birth of 

a child.  
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This policy applies to employees. It does not apply to agency workers or self-employed 

contractors. It should be read in conjunction with related areas such as maternity leave, adoption 

leave, parental leave, time off for dependants and flexible working. Please see separate policies 

for details. 

This policy does not form part of any employee's contract of employment and may be amended 

at any time.  

Frequently used terms 

The definitions in this paragraph apply in this policy. 

Expected week of childbirth (EWC): the week, beginning on a Sunday, in which the doctor or 

midwife expects your child to be born. 

Parent: One of two people who will share the main responsibility for the child's upbringing (and 

who may be either the mother, the father, or the mother's partner if not the father). 

Partner: spouse, civil partner or someone living with another person in an enduring family 

relationship, but not a sibling, child, parent, grandparent, grandchild, aunt, uncle, niece or 

nephew. 

Qualifying Week: the fifteenth week before the expected week of childbirth.  

What is shared parental leave? 

Shared parental leave (SPL) is a form of leave available to working parents following the birth of 

a child.  

SPL allows parents to take up to 52 weeks’ leave in total on the birth of a child. They may be able 

to take this leave at the same time or at different times.  

Entitlement to SPL 

You are entitled to SPL in relation to the birth of a child if: 

 you are the child's mother, and share the main responsibility for the care of the child with the 

child's father (or your partner, if the father is not your partner) 

 

 you are the child's father and share the main responsibility for the care of the child with the 

child's mother or 

 

 you are the mother's partner and share the main responsibility for the care of the child with 

the mother (where the child's father does not share the main responsibility with the mother). 

The following conditions must also be fulfilled: 

 you must have at least 26 weeks’ continuous employment with the School by the end of the 

Qualifying Week, and still be employed by the School in the week before the leave is to be 

taken 
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 the other parent must have worked (in an employed or self-employed capacity) in at least 26 

of the 66 weeks before the EWC and had average weekly earnings of at least £30 during 13 

of those weeks and 

 

 you and the other parent must give the necessary statutory notices and declarations as 

summarised below, including notice to end any maternity leave, statutory maternity pay (SMP) 

or maternity allowance (MA) periods. 

The total amount of SPL available is 52 weeks, less the weeks spent by the child's mother on 

maternity leave (or the weeks in which the mother has been in receipt of SMP or MA if she is not 

entitled to maternity leave). 

If you are the mother you cannot start SPL until after the compulsory maternity leave period, 

which lasts until two weeks after birth. 

If you are the child's father or the mother's partner, you should consider using your two weeks' 

paternity leave before taking SPL. Once you start SPL you will lose any untaken paternity leave 

entitlement. SPL entitlement is additional to your paternity leave entitlement. 

Opting in to shared parental leave and pay 

Not less than eight weeks before the date you intend your SPL to start, you must give [the 

Principal and the Bursar a written opt-in notice giving: 

 your name and the name of the other parent 

 

 if you are the child's mother, the start and end dates of your maternity leave 

 if you are the child's father or the mother's partner, the start and end dates of the mother's 

maternity leave, or if she is not entitled to maternity leave, the start and end dates of any SMP 

or MA period 

 

 the total SPL available, which is 52 weeks minus the number of weeks' maternity leave, SMP 

or MA period taken or to be taken 

 

 how much of that will be allocated to you and how much to the other parent. (You can change 

the allocation by giving us a further written notice, and you do not have to use your full 

allocation) 

 

 if you are claiming statutory shared parental pay (ShPP), the total ShPP available, which is 

39 weeks minus the number of weeks of the SMP or MA period taken or to be taken; 

 how much of that will be allocated to you and how much to the other parent. (You can change 

the allocation by giving [insert position] a further written notice, and you do not have to use 

your full allocation) 

 

 an indication of the pattern of leave you are thinking of taking, including suggested start and 

end dates for each period of leave. This indication will not be binding at this stage, but please 

give as much information as you can about your future intentions and 
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 declarations by you and the other parent that you meet the statutory conditions for entitlement 

to SPL and ShPP. 

Ending maternity leave 

If you are the child's mother and are still on maternity leave, you must give the Headmaster and 

the Bursar at least eight weeks' written notice to end your maternity leave (a curtailment notice) 

before you can take SPL. The notice must state the date your maternity leave will end. You can 

give the notice before or after you give birth, but you cannot end your maternity leave until at least 

two weeks after birth. 

You must also give the Headmaster and the Bursar, at the same time as the curtailment notice, 

a notice to opt into the SPL scheme (see above) or a written declaration that the child's father or 

your partner has given his or her employer an opt-in notice and that you have given the necessary 

declarations in that notice. 

The other parent may be eligible to take SPL from their employer before your maternity leave 

ends, provided you have given the curtailment notice. 

The curtailment notice is usually binding and cannot be revoked. You can only revoke a 

curtailment notice if maternity leave has not yet ended and one of the following applies: 

 if you realise that neither you nor the other parent are in fact eligible for SPL or ShPP, you 

can revoke the curtailment notice in writing up to eight weeks after it was given 

 

 if you gave the curtailment notice before giving birth, you can revoke it in writing up to eight 

weeks after it was given, or up to six weeks after birth, whichever is later or 

 

 if the other parent has died. 

Once you revoke a curtailment notice you cannot submit a second curtailment notice, unless the 

revocation was given in the circumstances outlined in bullet point two above. 

If you are the child's father or the mother's partner, you will only be able to take SPL once the 

mother has either: 

 returned to work 

 

 given her employer a curtailment notice to end her maternity leave 

 

 given her employer a curtailment notice to end her SMP (if she is entitled to SMP but not 

maternity leave) or 

 

 given a curtailment notice to the benefits office to end her MA (if she is not entitled to maternity 

leave or SMP). 

Evidence of entitlement 

You must also provide on request: 
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 A copy of the birth certificate (or if you have not yet obtained a birth certificate, a signed 

declaration of the child's date and place of birth) and  

 

 The name and address of the other parent's employer (or a declaration that they have no 

employer). 

Notifying us of your SPL dates 

Having opted into the SPL system you will need to give a period of leave notice telling [insert 

position] the start and end dates of your leave. This can be given at the same time as your opt-in 

notice, or it can be given later, as long as it is given at least eight weeks before the start of your 

leave. You must also state in your period of leave notice the dates on which you intend to claim 

shared parental pay, if applicable. 

Continuous Leave 

If your period of leave notice gives dates for a single continuous block of SPL you will be entitled 

to take the leave set out in the notice. 

You can give up to three period of leave notices. This may enable you to take up to three separate 

blocks of shared parental leave. In exceptional circumstances we may agree to accept more than 

three period of leave notices. 

Procedure for requesting split periods of SPL (“Discontinuous Leave”) 

In general, a period of leave notice should set out a single continuous block of leave. In those 

circumstances you will be entitled to take the leave set out in the notice as detailed above. 

You may also submit a period of leave notice where the SPL is split into shorter periods (of at 

least a week) with periods of work in between (“Discontinuous Leave”). We may, in some cases, 

be willing to consider accommodating a period of Discontinuous Leave but it is best to discuss 

this with your manager in advance of submitting any formal period of leave notices. This will give 

the School more time to consider the request and hopefully agree a pattern of leave with you from 

the start.  

You must submit a period of leave notice for Discontinuous Leave, setting out the requested 

pattern of leave, at least eight weeks before the requested start date. If we are unable to agree 

to your request straight away, there will be a two-week discussion period. At the end of that period, 

we will confirm any agreed arrangements in writing. If we have not reached an agreement, you 

will be entitled to take the full amount of requested SPL as one continuous block, starting on the 

start date given in your notice (for example, if you requested three separate periods of four weeks 

each, you will be entitled to one 12-week period of leave). Alternatively, you may: 

 choose a new start date (which must be at least eight weeks after your original period of leave 

notice was given), and tell the Principal and the Bursar  within five days of the end of the two-

week discussion period or 
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 withdraw your period of leave notice within two days of the end of the two-week discussion 

period (in which case it will not be counted and you may submit a new one if you choose). 

Changing the dates or cancelling your SPL 

You can cancel a period of leave by notifying the Headmaster and the Bursar in writing at least 

eight weeks before the start date in the period of leave notice.  

You can change the dates for a period of leave by giving the Headmaster and the Bursar at least 

eight weeks' notice before the original start date and the new start date. 

You do not need to give eight weeks' notice if you are changing the dates of your SPL because 

your child has been born earlier than the EWC, where you wanted to start your SPL a certain 

length of time (but not more than eight weeks) after birth. In such cases please notify [insert 

position] in writing of the change as soon as you can.  

A notice to cancel or change a period of leave will count as one of your three period of leave 

notices, unless: 

 the variation is a result of your child being born earlier or later than the EWC 

 

 the variation is at the School’s request or 

 

 we agree otherwise. 

Shared parental pay 

ShPP of up to 39 weeks (less any weeks of statutory maternity pay or adoption pay claimed by 

you or the other parent) may be available provided you have at least 26 weeks' continuous 

employment with the School at the end of the Qualifying Week and your average earnings are 

not less than the lower earnings limit set by the government each tax year. ShPP is paid at a rate 

set by the government each year. 

Other terms during shared parental leave 

Your terms and conditions of employment remain in force during SPL, except for the terms 

relating to pay. 

Keeping in touch 

We may make reasonable contact with you from time to time during your SPL although we will 

keep this to a minimum. This may include contacting you to discuss arrangements for your return 

to work. 

You may ask or be asked to work (including attending training) on up to 20 "keeping-in-touch" 

days (KIT days) during your SPL. This is in addition to any KIT days that you may have taken 

during maternity leave. KIT days are not compulsory and must be discussed and agreed with 

your line manager.  
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You will be paid for any KIT day at a rate agreed with the School, in addition to any ShPP.  

Returning to work 

If you want to end a period of SPL early, you must give the Principal and the Bursar eight weeks' 

prior notice of the return date. It is helpful if you give this notice in writing. 

If you want to extend your SPL you must submit a new period of leave notice at least eight weeks 

before the date you were due to return to work, assuming you still have SPL entitlement remaining 

and have not already submitted three period of leave notices. If you are unable to request more 

SPL you may be able to request annual leave or ordinary parental leave, which will be subject to 

business need. 

You are normally entitled to return to work in the position you held before starting SPL, and on 

the same terms of employment. However, if it is not reasonably practicable for us to allow you to 

return into the same position, we may give you another suitable and appropriate job on terms and 

conditions that are not less favourable, but only in the following circumstances: 

 if your SPL and any maternity or paternity leave you have taken adds up to more than 26 

weeks in total (whether or not taken consecutively) or  

 

 if you took SPL consecutively with more than four weeks of ordinary parental leave (under 

our Parental Leave Policy). 

If you want to change your hours or other working arrangements on return from SPL you should 

make a request under our Flexible Working Policy. It is helpful if such requests are made as early 

as possible. 

If you decide you do not want to return to work you should give notice of resignation in accordance 

with your contract. 

 
5. ADOPTION LEAVE AND PAY 
 
The school follows the statutory provisions for adoption leave and pay, including in relation to 
attendance at adoption appointments.  Information concerning adoption leave and pay 
entitlements may be obtained from the Bursary. 
 
 
6. TIME OFF FOR DEPENDANTS 
 
You are entitled to take a reasonable period of time off work to deal with an unexpected disruption 
in your care arrangements or an emergency involving a dependant.  
 
This may include, but is not limited to; 
 

 If a dependant falls ill or has been injured or assaulted. 
 

 To deal with an unexpected disruption or breakdown in care arrangements e.g. when the 
child minder or nurse fails to turn up. 

 

 To deal with an incident involving your child during school hours. 
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A dependant is your husband, wife, child or parent or someone who lives with you as part of your 
family. It does not include tenants or boarders living in the family home or someone who lives in 
the household as an employee. 
 
In case of illness or injury or where care arrangements break down, a dependant may also be 
someone who reasonably relies on you for assistance, for example an aunt who lives nearby who 
you look after outside work falls unexpectedly ill. 
 
In the event of an emergency or unexpected disruption in care arrangements involving a 
dependant you are entitled to a reasonable amount of time off. For most cases 1 or 2 days should 
be sufficient to deal with the problem.  
 
There is no limit on the number of times which you can be absent from work under this right. 
 
Any time off under this right is unpaid. 
 
On the first day of absence you must inform the Bursar before 8.00am or as soon as possible of 
the reason for your absence and if possible, the likely length of its duration. 
 
Upon return to work you will be required to complete an internal time off form provided by the 
Bursar for absence recording. 
 
Abuse of this right will be dealt with in accordance with the School’s disciplinary procedure. 
 
 
7. PARENTAL LEAVE 
 
Staff with one year’s service and a child (including adopted children) under the age of 18 are 
entitled to take parental leave.   
You are entitled to a total of 18 weeks’ leave. If twins are born, then each parent is entitled to 18 
weeks’ leave for each child. 
 
You must give at least 21 days’ written notice of your intention to take parental leave. 
 
You have the right to take the leave until the child’s 18th birthday. 
 
The leave is unpaid. 
 
Parental leave may only be taken in blocks or multiples of 1 week, up to a maximum of 4 weeks’ 
leave in a year. Parents of disabled children can take leave in blocks or multiple blocks of 1 day. 
 
The School may postpone leave for up to 6 months where the School considers that the 
employee’s absence would be unduly disruptive. The School cannot postpone leave when an 
employee gives notice to take it immediately after the child is born or placed with the family for 
adoption or if a postponement of the requested leave would result in the leave being taken after 
the child's 18th birthday. 
 
Employees will remain employed whilst on parental leave and will be entitled to receive all their 
normal benefits (other than pay). 
 
The School may ask for evidence from an employee regarding parental leave entitlement. 
 
8. OTHER LEAVE 
 
The School will recognise other statutory rights to take paid time off work, for example:  
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 Recognised union and accredited safety representatives may take reasonable time off to 
attend to their duties and undergo training. 

 

 Employees under notice of redundancy, who have at least two years’ service, may take 
reasonable time off to seek work or arrange training. 

 
The holders of certain public offices may have the statutory right to take reasonable unpaid time 
off to fulfil their duties and the School recognises such rights. 
 
The School may also at its discretion allow time off work in other circumstances, including time 
off to attend court as a witness, to carry out jury service and study leave.  If you need to take 
time off work for any reason you should speak to the Bursar or the Head as far in advance as 
possible. 
 
Employees should schedule appointments for the doctor, dentist etc outside of School hours 
wherever possible.  Where this is not possible, they should be arranged at the start or the end 
of the working day to minimise disruption.  Advance permission to attend appointments during 
working hours should be obtained from the employee’s line manager.    
 
9. COMPASSIONATE LEAVE 
 
Compassionate leave will be granted to all employees following the death of an immediate 
family member which is defined as parents, children, spouse, siblings, grandparents and 
grandchildren.  Up to three days paid compassionate leave may be taken in respect of the 
death of an immediate family member.  Additional time off or time off for family members who 
do not fall within the definition above is given at the sole discretion of the Headmaster  The 
Headmaster must approve any compassionate leave in advance, whenever possible. 
 
Compassionate leave may be granted with or without pay at the absolute discretion of the 
School. 
 
 
10. FLEXIBLE WORKING POLICY 
 
Introduction 

This Flexible Working Policy gives employees an opportunity to formally request a change to their 
working pattern in accordance with the statutory procedure for such requests. 

The law does not provide an automatic right to work flexibly as there may be circumstances when 
the School is unable to accommodate the employee’s desired work pattern.  However, the policy 
and procedure set out below aims to facilitate discussion and encourage both the employee and 
the School to consider flexible working patterns.   

Prior to making a request we rely on you to think carefully about your desired working pattern and 
the implications for both you and the School when making an application.  In return, the School 
will follow a specific procedure to ensure that all requests are given full consideration and 
facilitated unless they cannot be accommodated for business or operational reasons. 

 Eligibility 

In order to make a request for flexible working you must:  

 be an employee (as opposed to an agency or contract worker). 
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 have worked for the School continuously for 26 weeks at the date the application is made 
and 

 

 not have made a formal request to work flexibly during the last twelve months. 
 

 Scope of a Request   

You will be able to request:  

 a change to the hours or days you work; 
  

 a change to the times when you are required to work; and/or  
 

 to change your place of work. 
 

This covers changes to working patterns such as annualised hours, compressed hours, flexitime, 
home working, job-sharing, self-rostering, shift working, staggered hours and term-time working.  

Applications for a change in working pattern need not always require a significant alteration.  For 
example, you may simply wish to start work half an hour later to take your child to school and 
make up the time later in the day.  

Procedure 

You will only be able to make one application within a 12-month period and an accepted 
application will mean a permanent change to your own terms and conditions of employment.  
Therefore, it will be important that, before making an application, you give careful consideration 
to making the request and any financial implications a change in your working pattern might have 
on you if the new arrangements involve a drop in salary.  It would be sensible to discuss flexible 
working informally with your line manager before submitting a formal request. 

The procedure for submitting a formal request will be as follows:  

1. Any employee interested in flexible working should complete the flexible working request form 
annexed to this policy and present it to the Headmaster or theBursar 

2. Your application should be submitted in good time and ideally at least two months before you 
would like the changes to take effect.  The application should: 

a. State that it is a flexible working request; 

b. Explain the reasons for your request, especially if you think the School's Equal 
Opportunities Policy may be relevant, for example, if your request concerns childcare 
or other family commitments, religious or cultural requirements, or adjustments 
because of a disability; 

c. Provide as much information as you can about your current and desired working 
pattern and give the date from which you want the changes to take effect; 

d. Identify the effect the changes to your working pattern will have on the work that you 
do, that of your colleagues and on service delivery.  If you have any suggestions about 
dealing with any potentially negative effects, please include these in your written 
application; and 

e. Provide confirmation that you meet the eligibility criteria set out above. 
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3. If it is felt that your request can be granted immediately, then a meeting may not be necessary.  
We will inform you of this in writing.  Otherwise, we will arrange to meet with you to discuss 
the request as soon as possible, normally within 28 days.  This will provide us with the 
opportunity to discuss the request.  It will also provide an opportunity to consider other 
alternative working patterns should there be problems in accommodating the desired work 
pattern outlined in your application.  You may, if you wish, bring a colleague to the meeting.  
We will try to arrange the meeting at a time and place that is convenient to everyone.  If it is 
not possible to meet in person, we may discuss the request with you by telephone.  

 
4. We will consider your request carefully against the following criteria: 

 burden of additional cost 

 inability to reorganise work amongst existing staff 

 detrimental effect on our ability to meet customer demands 

 inability to recruit additional staff 

 detrimental impact on quality or performance 

 will there be enough work to do during the periods you want to work? 

 planned structural changes. 

5. We will notify you of the decision as soon as possible, usually within 14 days of the meeting. 
We will write to you to either agree to a new work pattern and a start date; or to provide clear 
business ground(s) as to why your application cannot be accepted and the reasons why the 
ground(s) apply in the circumstances. We will also remind you of your right of appeal against 
the decision. If we need to take further action before notifying you of our final decision we will 
let you know at this time and try to agree a timescale with you.  This may be necessary, for 
instance, if we cannot agree to your initial request, but a compromise may be possible which 
we need to discuss with you further. 

6. We will aim to complete the procedure within no more than three months from the date on 
which you submit the formal request.  There may be exceptional occasions when this will not 
be possible.  In such an instance, we will seek to agree an extension of time with you and 
confirm this in writing.   

7. In some circumstances, we may agree to offer you the new working arrangements on a trial 
basis.  This will give you and the School the opportunity to review the working arrangements 
and decide whether they should be made permanent. 

8. You have the right to appeal the decision within 14 days of it being notified to you.  Any appeal 
should be made in writing to the Headmaster or Bursar, setting out the reasons and grounds 
for your appeal.  The Headmaster or Bursar will arrange a meeting with you, usually within 14 
days of receiving notice of your appeal, to consider your appeal.  You can be accompanied 
by a colleague at the appeal meeting if you wish.  You will be given a final decision in writing 
as soon as possible, usually within 14 days of the appeal meeting, giving detailed reasons for 
the decision.  If it is felt that your appeal can be granted immediately, then an appeal meeting 
may not be necessary.  The decision of the appeal will be final. 

You may withdraw your request at any time before it is granted.  If you do choose to withdraw the 
request, you will not be eligible to submit a further request for a further twelve months. 
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It is important that you communicate with us about your request and attend meetings to discuss 
it.  If you repeatedly fail to attend meetings or respond to communications, the School has the 
right to assume that you have withdrawn your request, and may write to you to confirm this fact.  
This will mean that you cannot make another request for flexible working arrangements for a 
further year. 
 
Where an employee works either part time or a flexible working pattern, pay and benefits will be 
calculated on a pro-rata basis. 
 
 
Annex – Request for Flexible Working 
 

Personal Details 

Name:     Staff or payroll number: 

 

Line Manager:    National Insurance No: 

 

To Barnardiston Hall Preparatory School 

I would like to apply to work a flexible working pattern that is different to my current working 

pattern under my right provided under section 80F of the Employment Rights Act 1996. I 

confirm I meet each of the eligibility criteria as follows: 

 I have worked continuously as an employee of the School for the last 26 weeks. 

 I have not made a request to work flexibly under this right during the past 12 months. 
 

Date of any previous request to work flexibly under this right: 

If you are not sure whether you meet any of the eligibility criteria, please ask the Headmaster or 

Bursar 

Describe your current working pattern (days/hours/times worked): 

 

 

 

Describe the working pattern you would like to work in the future (days/hours/times 

worked): 

 

 

I would like this working pattern to commence from: 

Date: 
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Impact of the new working pattern 

I think this change in my working pattern will affect the School and my colleagues as follows: 

 

 

 

Accommodating the new working pattern 

I think the effect on the School and my colleagues can be dealt with as follows: 

 

 

 

 

 

Name:      Date: 

 

NOW PASS THIS APPLICATION TO THE BURSAR 
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SECTION H – HOLIDAY AND SICKNESS ABSENCE 

1. HOLIDAYS FOR SUPPORT STAFF 
 
The holiday year is 1st September to 31st August 
 
Holidays must be taken in the year in which entitlement arises and cannot be carried forward to 
future years without permission from the Headmaster. 
 
Your holiday entitlement will be agreed with the Headmaster.  Where a public holiday falls within 
the School term and the School is working you may be required to work. 
 
Depending on your position you may not be required to work during the allocated School holidays 
but your basic entitlement to holiday will nevertheless remain that as set out above.   
  
If your employment commences or terminates part way through the holiday year the entitlement 
to holidays during that year will be assessed on a pro-rata basis.  The School may make 
deductions from your final salary in respect of any holiday taken in excess of entitlement. 
 
A day’s pay for the purpose of calculating holiday or other leave will be calculated on the basis 
set out in your contract of employment.  
 
For staff working in the Nursery, the school closes between Christmas Eve and January 2. You 
are required to take these days’ holiday from your annual entitlement during this period unless 
otherwise agreed with your Manager. 
 
You must obtain the prior written permission of your Line Manager before committing yourself to 
bookings or any alternative arrangements.  
 
 

2. HOLIDAYS FOR TEACHING STAFF 
 
Public Holidays 
 
Where a public holiday falls within the School term and the School is working, you will be 
required to work and will not be entitled to a day off in lieu. 
 
Annual Holidays 
 
Teachers are not usually required to work during school holiday times, except as detailed in 
individual contracts of employment.  
 
Nevertheless, your basic holiday entitlement shall be that as detailed within your contract of 
employment.  
 
In certain circumstances you may be required to undertake some work during the school 
holidays for example to prepare for the new term and in respect of pupil recruitment processes 
or to co-operate with disciplinary, competency and/or grievance procedures. We will always 
endeavour to provide you with reasonable advance notice of any requirement to work during 
school holiday periods. 
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3. SICKNESS NOTIFICATION AND CERTIFICATION 
 
Staff requiring sick leave must inform the School Office by no later than 7.30am on the first day 
of absence or as soon as possible afterwards. If they are unable to make the call themselves they 
should ask a dependant/relative/friend to do so. 

 
Absences of up to seven calendar days may be self-certified but beyond seven calendar days a 
doctor’s certificate must be provided. In the event of a protracted illness further doctor’s 
certificates will be required on a regular basis to cover the entire period of absence. 
 
You should expect to be contacted during your absence by the Headmaster, Bursar or Line 
Manager who will want to enquire after your health and be advised, if possible, as to your 
expected return date. Such contact is intended to provide reassurance and will be kept to a 
reasonable minimum. If you have any concerns while absent on sick leave, whether about the 
reason for your absence or your ability to return to work, you should feel free to contact the 
Headmaster, Bursar or your Line Manager at any time. 
 
If your doctor provides a certificate stating that you "may be fit for work" you should inform the 
Headmaster, Bursar or your Line Manager immediately. We will discuss with you any additional 
measures that may be needed to facilitate your return to work, taking account of your doctor's 
advice. This may take place at a return-to-work interview (see below). If appropriate measures 
cannot be taken, you will remain on sick leave and we will set a date to review the situation. 
 
Where we are concerned about the reason for absence, or frequent short-term absence, we may 
require a medical certificate for each absence regardless of duration. In such circumstances, we 
will cover any costs incurred in obtaining such medical certificates, for absences of a week or 
less, on production of a doctor's invoice or receipt. 
 
4. RETURN TO WORK INTERVIEWS 
 
If you have been absent on sick leave for more than seven days we will arrange for you to have 
a return-to-work interview with the Bursar or Registrar. 
 
A return-to-work interview enables us to confirm the details of your absence. It also gives you the 
opportunity to raise any concerns or questions you may have, and to bring any relevant matters 
to our attention. 
 
Where your doctor has provided a certificate stating that you "may be fit for work" we will usually 
hold a return-to-work interview to discuss any additional measures that may be needed to 
facilitate your return to work, taking account of your doctor's advice. 
 
5. MEDICAL EXAMINATIONS 
 
The School reserves the right to require you at any time to have a medical examination with a 
medical professional of its own choice and at its own expense.  The purpose of such medical 
examinations are to determine whether there are any matters which might impair your ability to 
perform your duties and accordingly you will give such authority as is required for the School’s 
nominated medical professional to disclose to the School the findings. 
 
The School reserves the right to submit an employee for examination by the school medical 
officer/occupational health practitioner at any time and in particular, but not limited to, the 
following circumstances. 
 

 Before or after resuming work following an accident due to an industrial accident. 
 

 During or after a prolonged or regular absence due to illness. 
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 Prior to transferring to another occupation within the school. 
 

 In order to comply with statutory regulations. 
 

 At the request of management when there is doubt regarding the validity of periods of 
self-certified absence. 

 
6. SICK PAY 
 
You may be entitled to Statutory Sick Pay (SSP) if you satisfy the relevant statutory requirements. 
For the purpose of calculating your entitlement to SSP qualifying days are those days on which 
you are normally required to work. The rate of SSP is set by the government in April each year. 
No SSP is payable for the first three consecutive days of absence. It starts on the fourth day of 
absence and may be payable for up to 28 weeks.  
 
Subject to compliance with the provisions within your contract of employment and the provisions 
of this policy, you will be entitled to occupational sick pay as set out within your contract of 
employment: 
 
 
7. UNAUTHORISED ABSENCE 
 
Absence from work without leave or adequate explanation is a breach of discipline and may lead 
to disciplinary action.  Unauthorised absence will be unpaid and the School reserves the right to 
make deductions from salary in respect of such absence on the basis of a day’s pay calculated 
as set out in your contract of employment.  
 
8. MONITORING AND ABSENCE MANAGEMENT PROCEDURE 
 
Levels of absence need to be contained because, not only is everybody’s work important, but 
persistent absences place an undue load on your colleagues. With this in mind, absence is 
monitored on a regular basis.  Nevertheless, the School’s approach as an employer, in cases of 
ill health, will always be one of sympathy, compassion and understanding. 
 
We may apply the following procedure whenever we consider it necessary, including, for 
example, if you: 
 

 have been absent due to illness on a number of occasions 
 

 have discussed matters at a return to work interview that require investigation and/or 
 

 have been absent for more than a total of seven days. 

 

Stage 1: First Sickness Absence Meeting 

In the first instance you will be invited to a meeting with the Bursar. The purposes of this first 
meeting may include: 
 

 discussing the reasons for your absence. 
 

 if you are on long term absence, determining how long the absence is likely to last. 
 

 if you have been absent on a number of occasions, determining the likelihood of further 
absences. 
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 considering whether medical advice is required. 
 

 considering what, if any, measures might improve your health and/or attendance and 
 

 agreeing a way forward, action to be taken and a timescale for review.  
 

Stage 2: Further Sickness Absence Meetings 

Depending on the matters discussed at the first meeting and the extent to which attendance 
improves, a further meeting or meetings may be necessary.  
 
The purposes of further meeting(s) may include: 
 

 Discussing the reasons for and impact of your ongoing absence(s). 
 

 Where you are on long-term sickness absence, discussing how long your absence is likely 
to last. 
 

 Where you have been absent on a number of occasions, discussing the likelihood of 
further absences. 
 

 If it has not been obtained, considering whether medical advice is required. If it has been 
obtained, considering the advice that has been given and whether further advice is 
required. 

  

 Considering your ability to return to/remain in your job in view both of your capabilities and 
the School’s needs and any adjustments that can reasonably be made to your job to 
enable you to do so. 
 

 Considering possible redeployment opportunities and whether any adjustments can 
reasonably be made to assist in redeploying you. 
 

 Where you are able to return from long-term sick leave, whether this is to your job or a 
redeployed job, agreeing a return-to-work programme. 
 

 If it is considered that you are unlikely to be able to return to work from long-term absence, 
whether there are any benefits for which you should be considered. 
 

 Agreeing a way forward, action that will be taken and a timescale for review and/or a 
further meeting(s). This may, depending on the steps we have already taken, include 
warning you that you are at risk of dismissal. 

 
Stage 3: Final Sickness Absence Meeting 
 
Where you have been warned that you are at risk of dismissal, we may invite you to a meeting 
under the third stage of the sickness absence procedure.  
 
 
 
The purposes of the meeting will be: 
 

 To review the meetings that have taken place and matters discussed with you. 



 

90 

 Where you remain on long-term sickness absence, to consider whether there have been 
any changes since the last meeting under stage two of the procedure, either as regards 
your possible return to work or opportunities for return or redeployment. 
 

 To consider any further matters that you wish to raise. 

 To consider whether there is a reasonable likelihood of you returning to work or achieving 
the desired level of attendance in a reasonable time. 
 

 To consider the possible termination of your employment. 

 

Any termination on grounds of ill health will normally be with full notice or payment in lieu of notice.  

 

Arrangements for sickness absence meetings 

 

Unless it is impractical to do so, we will give you written notice of the date, time and place of a 

sickness absence meeting. We will put any concerns about your sickness absence and the basis 

for those concerns in writing or otherwise advise you why the meeting is being called. A 

reasonable opportunity for you to consider this information before a meeting will be provided.  

 

The meeting(s) will be conducted by the Bursar. You may bring a trade union representative or 

colleague to any meeting or appeal meeting under this procedure. You must give your 

companions details to the manager conducting the meeting, in good time before the meeting is 

due to take place.  

 

You must take all reasonable steps to attend a meeting. Failure to do so without good reason 

may be treated as misconduct. If you or your companion are unable to attend at the time specified 

you should immediately inform the manager who is conducting the meeting who will seek to agree 

an alternative time. 

 

Confirmation of any decision made at a meeting, the reasons for it, and of the right of appeal will 

be given to you in writing as soon as possible following a sickness absence meeting.  

 

If, at any time, it is considered that you may have taken or are taking sickness absence when you 

are not genuinely unwell, the matter may instead be dealt with under our Disciplinary Procedure. 

 
The full circumstances of the employee’s situation will be taken into account. Those with a serious 
illness or disability will continue to be treated sympathetically in accordance with the school’s 
policies. 
 
Where the School’s doctor finds that an employee is incapable of continuing with their duties on 
a permanent basis because of ill health, the School will endeavour to offer redeployment, subject 
to vacancies and suitability for alternative work. However, this may not always be possible and, 
when all possible, practical alternative options have been explored, termination of service on the 
grounds of ill health or incapability will be considered. 

 
Appeals 
 
You may appeal against the outcome of any stage of this procedure and you may bring a trade 
union representative or colleague to an appeal meeting. 
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An appeal should be made in writing, stating the full grounds of appeal, to {the Bursar} within five 
working days of the date on which the decision was sent to you. 
 
You will be provided with written details of any new information which comes to light before an 
appeal meeting. You will also be given a reasonable opportunity to consider this information 
before the meeting. 
 
Where practicable, an appeal meeting will be conducted by a manager senior to the individual 
who conducted the sickness absence meeting(s).  
 
The final decision will be confirmed in writing, as soon as possible after the appeal meeting. There 
will be no further right of appeal.   
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SECTION I - HEALTH AND SAFETY AT WORK 
 
1. POLICY STATEMENT 
 
Barnardiston Hall places the greatest importance on health and safety matters and undertakes to 
conduct its operations in such a way as to ensure the health and safety of all its pupils, employees, 
visitors and the general public. 
 
To this end, the School will endeavour to create and develop a working environment in which 
there is an awareness of the vital importance of health and safety and which encourages all 
employees to participate in developing and practising safe working methods and to have regard 
for the welfare of themselves and others. 
 
A comprehensive policy covering the organisation and arrangements for meeting the specific 
needs of the school, both generally and for individual departments, is available from the Bursar 
responsible for health and safety. 
 
We are confident that all employees will comply with their obligation to act in a safe manner and 
will fully co-operate with the School in matters of health, safety and welfare. 
 
2. RESPONSIBILITY FOR HEALTH AND SAFETY 
 
The individuals responsible for health and safety at work in the School is the Headmaster and the 
Bursar. They will ensure so far as is reasonably practicable, that the School’s policy on health 
and safety at work is effectively implemented. 
 
The nominated individual’s health and safety responsibilities cover the maintenance of safety 
records, accident investigations, assessments and inspections. They will familiarise themselves 
with all relevant health and safety legislation and take expert advice if required. 
 
In the absence of the Headmaster and Bursar, the responsibilities for health and safety at work 
will be assumed by the Deputy Head. 
 
3. MANAGEMENT AND SUPERVISION 
 
All those with responsibility for the management or supervision of staff will promote positive 
attitudes towards health and safety. They must ensure that the tasks carried out by their 
subordinates are performed with the utmost regard for the health and safety of all involved. 
  
Those with a management or supervisory role will: 
 

 ensure that on joining the School all new employees are fully familiar with health and 
safety matters appropriate to their duties including accident reporting, emergency 
procedures, fire precautions, code of safe conduct and the location of first aid boxes. 

 

 provide adequate information, instruction, training and supervision to ensure the health 
and safety of employees and pupils. 

 

 ensure that all staff are familiar with the School’s Health and Safety Policy. 
 

 co-operate with, and participate in, the investigation of all accidents and conduct of 
assessments and inspections. 

 

 ensure the maintenance of good housekeeping standards. 
 

 review the safe operation of all work equipment. 
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 within their area of authority, regularly inspect the workplace with regard to the suitability 
of equipment provided for the health and safety of employees, check work methods and 
practices to ensure safe systems of work and inspect arrangements for the use, handling, 
storing and transport of articles and substances. 

 

 carry out Risk Assessments within their departments and maintain a record of their 
findings. 

 
4. ALL STAFF 
 
Employees have a responsibility to do all they can to prevent an injury to themselves, their 
colleagues and others affected by their actions or omissions at work and co-operate with the 
School on matters of health, safety and welfare. They must familiarise themselves with, and 
conform to, the Health and Safety policy, School procedures and rules. 
 
 
5. HEALTH AND SAFETY  TEAM 
 
The Bursar will be responsible for co-ordinating the implementation of the Health and Safety 
Policy and will keep under review measures taken to ensure the health and safety of employees 
with the objective of promoting co-operation between the management and employees. 
 
The Health and Safety Committee will: 

 

 review statistics across the School with a view to recommending corrective action. 
 

 keep a watch on the effectiveness of rules, systems of work, training and communication. 
 

The membership of the committee will be: 

 individual responsible for health and safety - Bursar (Chair) 
 

 school nurse 
 

 A member of staff from each department of the School 
 
 
Any concerns, at any time will be reported ot the Headmaster or the Bursar as soon as 
practicable. 
 
6. FIRST AID AND ACCIDENT REPORTING 
 
First Aid 
 
First Aid boxes are available and are looked after by the School Nurse who is a qualified first 
aider and is also responsible for taking control in the event of an accident or injury. 
 
 
Accident Reporting 
 

 All accidents, however minor, must be reported to the School Nurse and Bursar who will 
complete an accident report form (near misses, potential hazards and any damage must 
be reported immediately). 
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 All accidents (near misses, potential hazards and damage) will be investigated by the 
department head who will be responsible for ensuring that corrective action is taken where 
appropriate to prevent a recurrence. 

 

 The individuals responsible for health and safety will notify the appropriate authorities 
when necessary. 

 
 
7. EMERGENCY PROCEDURES 
 
Discovering a Fire or Other Emergency 
 

 THE PRIORITY IN THE EVENT OF A FIRE IS THE SAFE AND RAPID EVACUATION 
OF PUPILS AND STAFF 

 

 If you see signs of a fire or other emergency which could place employees or pupils in 
danger, SOUND THE ALARM. 

 

 IF SAFE TO DO SO, attempt to control the fire or other emergency, with assistance if 
available. Never put yourself at risk even with the smallest fire. (or other emergency). 
Never attempt to move burning objects 

 

 Ensure that the appropriate emergency services are summoned. DIAL 999 and state 
clearly the address where the fire is. 

 
Evacuation Procedures 
 

 On hearing the alarm, or if instructed, switch off any central control switches and/or switch 
off any equipment on which you may be working. 

 

 IF SAFE TO DO SO, close windows and doors and secure cash and confidential 
documents. If closed doors feel warm, DO NOT OPEN THEM. 

 

 Leave the building by the nearest available exit. Do not use lifts. Ensure that any visitors 
you have also leave the building. DO NOT RUN. DO NOT COLLECT PERSONAL 
BELONGINGS. 

 
 

If You Are Cut Off by a Fire 
 

 Close the door, using clothing etc to block any gaps. 
 

 Go to the window and attract attention. 
 

 If the room becomes smoky, stay low – it is easier to breathe. 
 

 If the window is jammed, break it; remove jagged glass from the lower sill and cover it 
using clothing etc. 

 

 If appropriate get out feet first and (if not on the ground floor) lower yourself to the full 
length of your arms before dropping. 

 

 Make your way to your evacuation assembly point on the Pre Prep Playground and report 
to the Fire Warden. 
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 DO NOT HINDER ROADWAYS AND ROUTES that may be used by emergency vehicles. 
 

 DO NOT RETURN TO THE BUILDING until the all clear has been given and until 
instructed by your fire warden. 

 

 Never assume the evacuation is a drill. 
 
8. FIRE WARDENS 
 
The Fire Wardens are Mr Tom Cooper, Mrs Alison Tuer and Mr Tim Dodgson. 
 
The Fire Wardens will ensure that the premises are evacuated and will take a roll call. They will 
endeavour to arrange for the emergency services to be met on arrival and will advise them of 
anyone suspected of remaining in the building. 
 
In the unlikely event of a BOMB ALERT inspect your immediate surroundings for unusual articles 
– boxes, bags, packages, containers, etc. DO NOT TOUCH. If possible report anything unusual 
before evacuating. 
 
9. FIRE PRECAUTIONS 
 
Potential fire risks need not be dangerous provided that some simple but important precautions 
are observed by all employees. 
 

 Memorise the evacuation procedure, your emergency exit and assembly point in case of 
fire. 

 

 Familiarise yourself with the position of fire-fighting equipment and the correct method of 
operation of extinguishers and never interfere with, or misuse, the fire equipment. 

 

 Keep fire exits, routes and access to fire-fighting equipment clear of any obstructions; do 
not wedge fire doors open. 

 

 Keep your working area free of waste as far as possible and in particular those areas 
which are not easily accessible, e.g. under desks, behind radiators etc. Keep all 
combustible materials a safe distance from heating appliances and do not place anything 
on heaters. 

 

 There is to be NO SMOKING on the premises. 
 

 If you see anything which may be a fire hazard, correct it yourself if easy and safe to do 
so, or report it immediately. 

 
10. CODE OF SAFE CONDUCT 
 

 Conform to the Health and Safety policy, all health and safety rules and signs, fire 
precautions and emergency procedures. 

 

 Ensure that you understand and follow the safe operation of your duties; ask if you do not 
understand any aspect of these. 

 

 Report all accidents, near misses, potential hazards and damage immediately. 
 

 In the event that personal protective equipment or clothing is provided, it must be used 
and properly looked after. 
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 Do not interfere with or misuse anything provided for the health and safety of employees. 
 

 Do not act in a way that could endanger yourself or others; do not play practical jokes. 
 

 Do not run, especially on stairs or steps. Use handrails; never read while walking. 
 

 Keep your work area tidy and clear of obstructions; do not leave things lying around. 
 

 Clean up any spilt liquids, tracked in rain etc. immediately. 
 

 In the event of your being called upon to handle bulky or heavy objects, only lift or move 
what you can easily manage; always bend your knees and keep your back straight – take 
the stress in your legs, not your back. GET ASSISTANCE if in doubt. Do not overreach; 
do not climb on anything not meant for the purpose; use a ladder, ensuring that it is good 
condition. 

 

 Electrical equipment is regularly checked and is normally safe when properly used, BUT:  
- never touch electrical equipment with wet hands 
- always disconnect electrical equipment before moving it 
- never attempt electrical repairs unless authorised 
- always keep electrical supply cables and wires away from wet areas or from where 

they could be walked over etc. 
- always switch off equipment if not in use; disconnect from the mains outside 

normal working hours unless instructed otherwise 
 

 Information on any specific hazards and precautions (e.g. COSHH, DSE) will be issued 
as appropriate and is available from the executive responsible for health and safety. 
Training in dealing with hazards will be conducted as appropriate. 

 
 
11. DISPLAY SCREEN EQUIPMENT  
 

 Adapt the furniture to fit your body. The lower back needs support; adjust the backrest if 
necessary. Place feet flat on the floor or use a footrest and use a document holder if 
necessary. 

 

 Adjust the VDU to increase your comfort. The top should be just below eye level. Contrast 
and brightness may be adjusted for your individual preference. Position the VDU at a 90° 
angle to windows if possible. 

 

 Dim the lights or adjust blinds/curtains if necessary but do not make the room too dark. 
 

 Avoid wearing light coloured clothing which can reflect light on to the screen. 
 

 Look into the distance periodically – at something at least 20 feet away. 
 

 Vary your routine. Take a few minutes away at regular intervals to organise materials or 
files or to deliver completed work. 

 

 Do some stretching exercises during the day (neck, shoulder, back, wrists, hands and 
fingers) 
 

 If teachers feel that the laptop provided is uncomfortable to use, they may ask Angela 
Dobson or Roy Manning for alternative screens, keyboards, mice and seating.  
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12. INFORMATION AND TRAINING 
 
New Employees 
 
On joining the school, all employees will be informed of the general health and safety aspects of 
their employment and of any specific information appropriate to them. 
 
All Employees 
 
All employees will be informed about, and trained in, health and safety matters including exposure 
to any identified risks. Such information and training will be given in the event of there being a 
change in circumstances affecting health and safety, and otherwise will be adapted and repeated 
periodically where appropriate. Training will be conducted during working hours. 
 
13. RISK ASSESSMENT 
 
Regular and systematic inspections and risk assessments of all potential hazardous substances 
and work activities will be made by, or under the authority of, the executive responsible for health 
and safety and will take into account all the relevant legislation, guidance and codes of practice. 
Specialist advice will be obtained as required and the risk assessment will be reviewed 
periodically and at any other time as required by legislation. The significant findings will be 
recorded and appropriate preventative and/or protective measures taken as necessary to comply 
with legislation. 
 
14. TEMPORARY STAFF, CONTRACTORS AND VISITORS 
 
Temporary staff, contractors and visitors will be required to conform to all health and safety 
requirements whilst on the school’s premises. They will EITHER be accompanied by a 
responsible permanent employee at all times OR will be issued with the relevant rules, 
procedures and specific hazard information [e.g. on back of security badge or on a card to carry 
with them] 
 
 
 
15. OCCUPATIONAL HEALTH 
 
It is the School’s policy to protect its employees as far as practicable from any health risk which 
may arise from work or the working environment by: 
 

 Developing occupational health procedures and ensuring that policies are current and 
relate to the School’s needs. 

 

 Providing pre-employment screening and regular health supervision of all employees. 
 

 Establishing and maintaining appropriate standards for health and hygiene relevant to 
each employee. 

 

 Identifying possible health hazards within the working environment. 
 

 Advising on the prevention of occupationally induced health problems with a view to 
improving employee health and performance. 

 

 Providing an efficient first aid service. 
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 Ensuring that occupational health provisions are within, and assist, school health and 
safety policies and that they comply with all relevant legal and statutory obligations. 

 
It should be noted that the occupational health service, including health supervision of individual 
employees at work, is complementary to, and not a substitute for, the relationship between the 
employee and the National Health Service/General Practitioner. 
 
16. SMOKING 
 
This is a non-smoking site. 
 
Smoking constitutes a fire hazard and can be unpleasant and dangerous for the smoker and 
colleagues. 
 
Smoking on the premises (in any form, including the smoking of e-cigarettes) is against the Staff 
Behaviour Policy and therefore an offender will be subject to the disciplinary procedures. 
 
Employees discovered smoking in an area where there is a particular fire risk will be liable to 
dismissal without notice. 
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SECTION J - ANTI-CORRUPTION AND BRIBERY POLICY 

1. INTRODUCTION 

It is the School’s policy to conduct all of our business in an honest and ethical manner. We take a 

zero-tolerance approach to bribery and corruption and are committed to acting professionally, fairly 

and with integrity in all our business dealings and relationships wherever we operate and 

implementing and enforcing effective systems to counter bribery.  The School will comply with the 

Bribery Act 2010 (the Act), in respect of our conduct both at home and abroad. 

The purpose of this policy is to: 

(a) set out the School’s responsibilities, and of those working for us, in observing and upholding 

our position on bribery and corruption; and 

(b) provide information and guidance to those working for us on how to recognise and deal with 

bribery and corruption issues. 

Bribery and corruption are punishable for individuals by up to ten years' imprisonment and if we are 

found to have taken part in corruption the School could face an unlimited fine, be excluded from 

tendering for public contracts and face damage to our reputation. We therefore take our legal 

responsibilities very seriously. 

In this policy, third party means any individual or organisation you come into contact with during the 

course of your work for us, and includes actual and prospective pupils and parents, suppliers, 

business contacts, agents, advisers, and government and public bodies.  

2. WHO IS COVERED BY THE POLICY? 

This policy applies to all individuals working for the School at all levels (whether permanent, fixed-

term or temporary), and includes Governors, volunteers, agents or any other person associated 

with us (collectively referred to as workers in this policy). 

3. WHAT IS BRIBERY? 

A bribe is an inducement or reward offered, promised or provided in order to gain any business 

or personal advantage. 

The following are examples of circumstances in which offences under the Act may occur: 

 An IT Company providing services to the School offers you a free I-Pad as an incentive 

for renewing its contract for services. 

 A Ski Company tendering for a contract with the School to facilitate a School trip offers to 

accommodate your children on the trip free of charge.  

 To request or offer a reduction in school fees at another school in return for an expectation 

that the member of staff would induce other families to accept places at the other school 

Accepting any of the above offers may amount to an offence under the Act.  
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4. GIFTS AND HOSPITALITY 

This policy does not prohibit normal and appropriate hospitality (given and received) to or from third 

parties. 

The giving or receipt of gifts or hospitality is not prohibited, if the following requirements are met: 

 it is not made with the intention of influencing a third party to obtain or retain business or a 

business advantage, or to reward the provision or retention of business or a business 

advantage, or in explicit or implicit exchange for favours or benefits. 

 it complies with local law. 

 it is given in the School’s name, not in your name. 

 it does not include cash or a cash equivalent (such as gift certificates or vouchers). 

 it is appropriate in the circumstances. For example, in the UK it is customary for small gifts 

to be given at Christmas time. 

 taking into account the reason for the gift, it is of an appropriate type and value and given 

at an appropriate time. 

 it is given openly, not secretly and 

 gifts should not be offered to, or accepted from, government officials or representatives 

without the prior approval of the Bursar or the Head. 

From time to time parents or pupils may offer you gifts on an individual basis as a demonstration 
of their gratitude for the work you have done on their behalf, and this is perfectly legitimate. 
However in some contexts such gifts could be construed as an improper inducement to, for 
instance, accord preferential treatment in the future.  Consequently it is necessary for the School 
to have rules applying to such gifts.  These are as follows. 

 Any gifts of cash or other monetary equivalent (e.g. vouchers) of whatever value, or any 
other gifts of a value of £100 or over, should be reported to the Bursar via email.  They 
should be donated to the School or School’s nominated charity.  The parent should be 
thanked for their gift and informed that it is being donated to the School or School’s 
nominated charity. 

 If you receive a gift from a group of parents then the maximum value that can be accepted 
will be based on an average of £25 per pupil. 

 You may retain gifts received from suppliers if they are token work-related items e.g. pens, 
notepads, flash drives, desk calendars or diaries.  Any other gifts should be politely 
refused or donated to the School or School’s nominated charity.  In either case the Bursar 
should be notified by email, and if the gift is being donated to charity then the giver of the 
gift should be told that this is the case. 

 You may retain any other gifts of a value of up to £100. 

5. WHAT IS NOT ACCEPTABLE? 

It is not acceptable for you (or someone on your behalf) to: 

 give, promise to give, or offer, a payment, gift or hospitality with the expectation or hope that 

an advantage for the School will be received, or to reward an advantage already received. 
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 give, promise to give, or offer, a payment, gift or hospitality to a government official, agent 

or representative to "facilitate" or expedite a routine procedure. 

 accept payment from a third party that you know or suspect is offered with the expectation 

that it will obtain an advantage for them. 

 accept a gift or hospitality from a third party if you know or suspect that it is offered or 

provided with an expectation that a business advantage will be provided by the School in 

return. 

 threaten or retaliate against another worker who has refused to commit a bribery offence or 

who has raised concerns under this policy or 

 engage in any activity that might lead to a breach of this policy. 

6. DONATIONS 

The School only makes charitable donations that are legal and ethical under local laws and 

practices. No donation must be offered or made in the School’s name or on behalf of the School 

without the prior approval of the Headmaster. 

7. YOUR RESPONSIBILITIES 

You must ensure that you read, understand and comply with this policy. 

The prevention, detection and reporting of bribery and other forms of corruption are the 

responsibility of all those working for us or under our control. All workers are required to avoid any 

activity that might lead to, or suggest, a breach of this policy. 

The School could be held liable for failing to prevent bribery if a person associated with it commits 

an offence under the Act. You must notify the Bursar or the Head as soon as possible if you believe 

or suspect that a breach of this policy has occurred, or may occur in the future, or if you consider 

that you have been offered any inducement or reward with a view to obtaining a business or 

personal advantage.   

Any employee who breaches this policy will face disciplinary action, which could result in dismissal 

for gross misconduct. We reserve our right to terminate our contractual relationship with other 

workers if they breach this policy. 

8. RECORD-KEEPING 

The School keeps financial records and has appropriate internal controls in place which will 

evidence the business reason for making payments to third parties. 

All Employees must make their line manager aware and keep a written record of all hospitality or 

gifts accepted or offered, which will be subject to managerial review. 

You must ensure all expenses claims relating to hospitality, gifts or expenses incurred to third 

parties are submitted in accordance with the School’s expenses policy and specifically record the 

reason for the expenditure. 
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All accounts, invoices, memoranda and other documents and records relating to dealings with third 

parties, such as clients, suppliers and business contacts, should be prepared and maintained with 

strict accuracy and completeness. No accounts must be kept "off-book" to facilitate or conceal 

improper payments. 

9. HOW TO RAISE A CONCERN 

You are encouraged to raise concerns about any issue or suspicion of malpractice at the earliest 

possible stage. Concerns should be reported by following the procedure set out in our 

Whistleblowing Policy.  

10. PROTECTION 

Workers who refuse to accept or offer a bribe, or those who raise concerns or report another's 

wrongdoing, are sometimes worried about possible repercussions. The School aims to encourage 

openness and will support anyone who raises genuine concerns in good faith under this policy, 

even if they turn out to be mistaken. 

The School is committed to ensuring no one suffers any detrimental treatment as a result of refusing 

to take part in bribery or corruption, or because of reporting in good faith their suspicion that an 

actual or potential bribery or other corruption offence has taken place, or may take place in the 

future. Detrimental treatment includes dismissal, disciplinary action, threats or other unfavourable 

treatment connected with raising a concern. If you believe that you have suffered any such 

treatment, you should use the School’s Grievance Procedure. 

 

11. TRAINING AND COMMUNICATION 

Training on this policy forms part of the induction process for all new workers. All existing workers 
will receive regular, relevant training on how to implement and adhere to this policy. 

 
 
 
 
 

SECTION K - ANTI-FRAUD POLICY 

1.  INTRODUCTION  
 
The School is committed to the prevention of fraud and the promotion of an anti-fraud culture. We 
operate a zero-tolerance attitude to fraud and require staff to act honestly and with integrity at all 
times, and to report all reasonable suspicions of fraud.  
 
Fraud may occur internally or externally and may be perpetrated by staff, consultants, suppliers 
or contractors, individually or in collusion with others. 
 
We will investigate all instances of actual, attempted and suspected fraud committed by staff, 
consultants, suppliers and other third parties and will seek to recover funds and assets lost 
through fraud. Perpetrators will be subject to disciplinary and/or legal action. 
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The purpose of this policy is to set out your responsibilities with regard to fraud prevention, what 
to do if you suspect fraud and the action that will be taken by management. 

2. WHO IS COVERED BY THE POLICY? 

This policy applies to all individuals working for the School at all levels (whether permanent, fixed-

term or temporary), and includes volunteers, agents or any other person associated with us 

(collectively referred to as “staff” in this policy).  

 
3. DEFINITION OF FRAUD  
 
The term ‘fraud’ is commonly used to describe the use of deception to deprive, disadvantage or 
cause loss to another person or party. This can include theft, the misuse of funds or other 
resources or more complicated crimes such as false accounting and the supply of false 
information. 
 
Individuals can be prosecuted under the Fraud Act 2006 if they make a false representation, fail 
to disclose information or abuse their position.  
 
The School has established procedures to encourage staff to report actual, attempted or 
suspected fraud and/or other forms of illegal activity without fear of reprisal. 
 
4. KEY RESPONSIBILITIES  

 
The Bursar is responsible for: 
 
• Developing, implementing and maintaining adequate systems of internal control to prevent 

and detect fraud. 
• Regularly reviewing the School’s anti-fraud policy and compliance to ensure it remains 

effective and relevant to the needs of the business. 
• Investigating all allegations of fraud and commencing disciplinary and/or legal action where 

appropriate. 
• Reporting to the Headmaster on all aspects of fraud risk management. 
 
Managers are responsible for: 
 
• Familiarising themselves with the types of fraud and dishonesty that might occur within their 

departments or areas of work. 
• Monitoring compliance with internal controls and agreed policies and procedures. 
• Notifying the Bursar of any indications of fraudulent activity. 
 
Staff are responsible for: 
 
• Ensuring that the School’s reputation and assets are protected against fraud. 
• Reporting known or suspected fraud. 
• Assisting in the investigation of suspected fraud. 
 
5. REPORTING SUSPICIONS  
 

Staff must report concerns about actual, attempted or suspected fraud to the Bursar.  

Staff should not attempt to investigate any fraud themselves. 
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The Public Interest Disclosure Act 1998 protects employees who raise concerns about certain 

matters of public interest in good faith. Staff can obtain free independent advice from the charity 

Public Concern at Work on 020 7404 6609. 

A copy of the School’s Whistleblowing Policy can be found at paragraph 3 of Section E 
(Communication and Information) of this Staff Handbook. 


