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SECTION A:  INTRODUCTION 
 
1 Introduction 
 
1.1 This handbook is a guide to the School’s policies and procedures. It does not form 

part of your contract of employment. 
 
1.2 The School reserves the right to amend this handbook and any of its policies and 

procedures from time to time in consultation with Trade Unions. 
 
2 Aim of the Handbook 
 
2.1 The handbook is intended to answer the questions you most frequently have about 

your employment with the School. It is not, however, intended to be exhaustive and 
it contains links to relevant policies and documentation which will provide you with 
greater detail and which should assist you during your employment with the School. 

 
2.2 The School strives to ensure the delivery of excellent services and high performance. 

The handbook provides a good reference point for information and benefits with 
equal access to all. 

 
2.3 If you have a problem or query related to your employment which is not answered in 

the handbook, you should talk in the first instance to your line manager or the 
School Business Manager. 

 
  



5 
 

SECTION B:  OFFICIAL  CONDUCT 
 

1 Code of Conduct 
 
1.1 The School expects your conduct at work to be of the highest standard. You should 

conduct your work with integrity and ensure that you behave in a manner that 
reflects well upon the School and that is not in breach of any law or School 
procedure.  

 
1.2 Employees are expected to comply with any rules, policies and procedures set out by 

the School and to understand that these may be subject to amendment from time to 

time.  

1.3 You must not communicate to the public the proceedings of any meetings or the 
contents of any documents relating to that meeting unless expressly authorised to 
do so.  

 
1.4 The School expects all employees to dress in a manner that conveys their 

professionalism, and is appropriate for engaging with pupils and their families, 
stakeholders and outside agencies. Please refer to the School’s dress code in the 
code of conduct for further details. 

 
1.5 Social networking, twitter and blogging are extremely popular. Staff must not post 

material which damages the reputation of the School or which causes concern about 
their suitability to work with children and young people. Those who post material 
which could be considered as inappropriate could render themselves vulnerable to 
criticism or allegations of misconduct. Please refer to the guidelines for safeguarding 
and safe code of conduct. 

 
2 Equal Opportunities 
 
2.1 The School has a policy statement on equality and diversity, a copy of which can be 

obtained from the School Office. 
 
2.2 The School is committed to providing all of its services and employment 

opportunities fairly and without discrimination. The School is also committed to 
challenging prejudice and promoting equality for all. 

 
3 Media Enquires 
 
3.1 All enquires or requests for information made by the press or any other media 

organisation are dealt with by the Headteacher.  If you are asked for any information 
relating to the School you must not give details and you should refer the enquiry to 
the Headteacher .  
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4 Disclosure and Barring Service (DBS) Checks 
 
4.1 The School, as part of the recruitment procedure, will always carry out a Disclosure 

and Barring Service (DBS) check. 
 
4.2 A DBS check will always give information regarding any spent or unspent convictions, 

or any other information held on the Police National Computer network. 
 
4.3 You should inform the Headteacher immediately if, during your employment, you 

are charged or convicted of any criminal offence/s at any time, you receive a police 

caution or indictments or you are placed on the Children’s Barred or Adults Barred 

List (provisionally or permanently). Failure to provide such notification may result in 

disciplinary action and/or dismissal. 

4.4 In addition, if you work in the Early Years Foundation Stage or are a senior leader, a 

mid-day meals supervisor or school administrator, you will be asked to disclose “by 

association”.  That means that if someone who lives or works in the member of 

staff’s household has committed a disqualifying offence, it is the member of staff’s 

responsibility to declare that to the Headteacher. 

5 Confidentiality 
 
5.1 You must not disclose confidential information belonging to the School at any time, 

either during or after your employment with the School, unless it is requirement of 

your contractual, day-to-day duties.  This includes direct or indirect disclosure and 

disclosure to a third party.  
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SECTION C:  NEW  EMPLOYEES 
 

1 Induction 
 
1.1 All new employees will be required to attend an induction session which can be 

followed up by a personalised programme as required.  An induction Pack containing 
important key documents, together with a copy of this handbook, are also provided 
during the first week of employment. 

 
2 Probation 
 
2.1 All new employees are required to complete a probationary period in line with 

current procedures. 
 
2.2 For teachers in their first year of teaching, their continued employment will be 

subject to satisfactory completion of their newly qualified teacher (NQT) year. 
 
2.3 The aim of a probationary period is to ascertain the suitability of any new employee 

to the appointed post.  This period is normally for six months from the first day of 
employment. 

 
2.4 The Headteacher or your line manager will carry out interviews to discuss your 

progress during the six month period of probation.  
 
3 School Property 

3.1 All documents, materials, software and electronic equipment provided by the School 

for use in your employment, and any data or documents produced and/or retained 

in the School, remain the property of the School. 

4 Child Protection and Safe School Policy 

4.1 All new employees will be provided with a copy of the School’s Child Protection and 
Safe School Policy, together with appropriate training.  Child Protection training will 
be delivered annually to all employees. 

 
4.2 The School’s Child Protection and Safe School Policy contains details of those 

members of staff who should be contacted in the event that a concern regarding 
child protection comes to your attention. 
  



8 
 

SECTION D:  REMUNERATION, LEAVE AND SICKNESS 
 

1 Equal Pay 
 
1.1 The School is committed to the principle of equal pay for all employees. 
 
1.2 The School will always ensure that staff receive equal pay for the same or broadly 

similar work in line with Domestic and European Law. 
 
2 Salary Arrangements 
 
2.1 All members of staff are paid by bank transfer in equal monthly instalments, in 

arrears, on the last working day of each month. 
 
2.2 If your bank details change at any time it is your responsibility to inform the School 

Business Manager.  Please complete the relevant section of the change in personal 
details form, a copy of which can be obtained from the School office. 

 
2.3 If you have any queries in relation to your salary please see the School Business 

Manager, or alternatively the Headteacher.  
 
3 Pay Structure 
 
3.1 The School adheres to the statutory requirements for teachers’ pay and conditions 

for maintained Schools in England and Wales as set out in the School Teachers’ Pay 
and Conditions Document. 

 
3.2 Pay progression for teachers is now linked to performance, as opposed to length of 

service, in accordance with statutory requirements, and full details of the 
arrangements for teachers’ pay arrangements and decisions can be found in the 
School’s pay policy and appraisal framework. 

 
3.3 For support staff, the School uses the local government pay scales in conjunction 

with National Joint Council terms and conditions, as adopted by the Borough of 
Tower Hamlets.  

 
4 Pensions 
  
4.1 The School is part of the Local Government Pension Scheme (LGPS) which is 

governed by Statute. The London Borough of Tower Hamlets is the Administering 
Authority for the London Borough of Tower Hamlets Pension Fund (the LGPS).   

  
4.2 The Local Government Pension Scheme is a tax approved final salary pension scheme 

for support staff and the benefits of the scheme are based upon your final salary and 
the length of your membership in the scheme. 
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4.3 Teachers’ Pensions is the management agency responsible for administering the 
pension fund for teachers throughout England and Wales on behalf of the 
government.  Significant changes come into effect from 1st April 2015 and you are 
advised to find out if these will affect you. 

 
4.4 As an employee of the School you will automatically be entered into the relevant 

scheme (LGPS or the Teachers’ Pension Fund) unless you wish to opt out.  Should 
you wish to opt out you should inform the School Business Manager in writing and 
complete the ‘opt out’ form for the relevant pension scheme. 

  
4.4 Benefits normally become payable on retirement and there is also a provision for the 

early payment of benefits under the scheme.  
  
4.5  Further details can be obtained from the Teachers’ Pensions website 

https://www.teacherspensions.co.uk/ or the LGPS website http://www.lgps.org.uk/ 
(for local LGPS email: pensions@towerhamlets.gov.uk. 

 
5 Working Hours 
  
5.1 Your hours of work are as detailed in your contract of employment. 
  

6 Annual Leave 
  
6.1 Annual leave entitlement is determined by the relevant pay and conditions 

applicable to the member of staff.  Due to the nature of employment in Schools, 
whilst the employee’s contract of employment with the School reflects the annual 
leave entitlement, annual leave may not usually be taken during School term time.  
Employees are expected to book any holidays in line with the School holiday breaks. 

  
7 Special Leave 
  
7.1 There are a number of circumstances where the School can grant special paid or 

unpaid leave. These are detailed in the School’s Leave of Absence Policy and 
information can be obtained from the Headteacher or School Business Manager. 

  
8 Sick Pay 
  
8.1 The School expects that all employees take proper care of their health and seek 

medical help if required. It is your responsibility to inform the School in reasonable 
time, and by no later than 7.30am on the day of sickness, if you are unable to attend 
work due to illness.  

  
8.2 The School operates a sickness absence monitoring procedure and it is part of a 

Service Level Agreement with the Council’s Occupational Health Department. 
  

https://www.teacherspensions.co.uk/
http://www.lgps.org.uk/
mailto:pensions@towerhamlets.gov.uk
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8.3 Self Certification is required from the first day of absence to the seventh day. If 
sickness continues after this time then a doctor’s certificate is required. 
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SECTION E:  DISCIPLINARY  AND  GRIEVANCE 
  

1 Disciplinary Procedure 
  
 1.1 All relevant information on the above procedure can be found in the School’s 

discipline and grievance policy or obtained from the School Business Manager. 
  
  
2 Grievance Resolution Procedure 
  
 2.1 As in 1.1 above. 
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SECTION F:  POLICIES  AND  PROCEDURES 
  

1 Combating Harassment and Discrimination 
  

1.1 The School is committed to creating and maintaining a working environment where 
all staff are treated with dignity and respect, and is opposed to all forms of 
discrimination and harassment. 

  
1.2 If any employee encounters any problems regarding discrimination or harassment 

they should try to resolve the matter informally. If this is not possible then they must 
report it to their line manager or the Headteacher. 

  
1.3 There are benefits attached in trying to resolve the matter informally, but no-one 

should be discouraged from taking formal action. 
  
1.4 In the event that a complaint is false or made in bad faith the employee making the 

complaint could be liable to disciplinary action. 
 
2 Sickness Management Procedure 
  
2.1 The School is concerned for the well-being of its Employees and seeks to protect, as 

far as is reasonably practicable, their health, safety and welfare. 
  
2.2 The School expects all employees to keep the School informed at all stages of any 

sickness absence.   
 
2.3 Employees are responsible for notifying the School in the event that a matter of 

health requires special attention or accommodation within the working 
environment. 

  
 3 Violence at Work 
  
3.1 The School treats all acts of violence, or threats, seriously and considers the safety of 

all employees of paramount importance. 
  
3.2 If there is abuse, threats or violent behaviour from any person including clients, 

members of the public or colleagues while any employee is carrying out their duties, 
they must report it to their line manager. 

  
3.3 The School will provide you with support if you have been a victim of any of the 

above. 
 
4 References 
  
4.1 Satisfactory references are required for any appointment within the School. Two 

references are required, one from  the current or most recent employer and one 
other. 



13 
 

  
4.2 The purpose of obtaining references is to confirm factual information and suitability 

of the candidate. 
  
4.3 All references will be taken up after the short-listing process has been completed 

and prior to interview. 
  
4.4 The School will provide references, if requested to do so, for all employees who wish 

to take up another post.  The Headteacher should be made aware of all requests for 
references made on behalf of an employee at the School. 

  
4.5 Only the Headteacher or School Business Manager is allowed to give financial 

information about an employee. 
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SECTION G:  FAMILY  FRIENDLY  POLICIES 
  
1 Maternity Leave, Paternity Leave and Adoption Leave 
  
1.1 The School’s policy outlining all relevant information regarding Maternity, Paternity 

and Adoption entitlements are contained within the School’s policy on Maternity 
Leave, Paternity Leave and Adoption Leave.  

 

1.2 If requesting maternity leave you must complete a maternity claim form and provide 
a MAT B1 form which is provided by your midwife. 
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SECTION H:  TRAINING  AND  DEVELOPMENT 
  

1 Learning and Development 
  
1.1 The School is committed to supporting employees in their career development, to 

promoting new ways of working and to supporting School Improvement priorities. 
  
1.2 Every employee will be given the opportunity to enhance their personal and 

professional development with regard to the School’s policy of continuous 
improvement through Appraisal. 

  

2.  Appraisal 

2.1 All members of staff at the School are required to participate in an annual appraisal 
process. 

2.2 The arrangements for annual appraisal are set out in the School’s appraisal policy.  
For teachers, this policy should be considered alongside the School’s pay policy 
which sets out the School’s arrangements for annual pay progression and its link 
with performance, as assessed through the appraisal process. 

2.3 The School is committed to ensuring that its arrangements for both appraisal and 
performance related pay are transparent and appropriate.  It is important that 
everyone involved in the process understands why and how pay decisions are made. 
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SECTION I:  WELFARE 
  

1 Health and Safety 
  
1.1 The School, as an ‘employer’, promotes and encourages Health and Safety at work 

under the 1974 Act. 
  
1.2 Risks are identified and reviewed as necessary to ensure they operate effectively and 

a copy of the School’s risk assessments are held in the School office. 
  
1.3 The Health and Safety at Work Act 1974 places responsibility on the ‘employer’, but 

also on the employee, to take reasonable care for the health and safety of 
themselves and others, who may be affected by the employee’s actions. 

  
1.4 It is expected that employees will report immediately any concerns they may have 

regarding any Health and Safety issues to their line manager, the School office or the 
Headteacher. 

  
1.5 Any First Aid issues should be reported, in the first instance, to the School office 

where a first aider is based. Please refer to the current list of First Aiders.  
  
1.6 Accident reporting books are located in the School office. Any accident or near miss, 

however minor it may be, must be recorded in the relevant book as soon as is 
possible. 

  
1.7 A fire drill is carried out each half term and all employees must familiarise 

themselves with the fire evacuation procedure and the memorandum to fire 
marshals, and they must be aware of fire exits. 

  

2 Occupational Health Service 
 
2.1 The School operates under the Local Authority’s Occupational Health Service 

Department. 
 
2.2 The School’s referrals under this service would be: 
 

Sickness absence management 
Confidential counselling services 

 
2.3 Sickness absence management involves employees being assessed whilst on sick 

leave and before returning to work.  Assessment is also applied if an employee’s 
sickness record exceeds a number of days per year. 

 
2.4 The Occupational Health Service offers advice on a wide range of subjects. 
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SECTION J:  LEAVING  YOUR  EMPLOYMENT 
 

1 Retirement 
 
1.1 The default retirement age (which was formerly 65) has been phased out and most 

people can now work after the age of 65 providing they can fulfil their duties. 

1.2 It is your responsibility to discuss with the Headteacher when and how to retire.  This 
could include phasing retirement by working flexibly. The School may not be able to 
agree to your requests, depending upon the current staffing needs within the School 
, however you should discuss your request with the Headteacher in the first instance. 

1.3  If you are a member of an occupational pension schemes your should discuss with 
your pension scheme manager what impact a change in working hours or income 
might have on your pension, whether the scheme supports phased retirement and 
working beyond the scheme’s normal pension age. 

 
2 Resignation 
 
2.1 The period of notice you are required to give the School to terminate your 

employment is detailed in your contract of employment. 
 
2.2 Your notice should be given in writing to the Headteacher and addressed to the 

Governing Body. 
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SECTION K:  GENERAL  INFORMATION 
 

1 Change of Personal Details 
 
1.1 You must inform the School Business Manager immediately of any change in your 

personal details.  Details of all changes should be provided on a change of personal 
details form which can be obtained from the School office. 

 
2 Personal Property 
 
2.1 All employees are responsible for the safety of their personal property. 
 
2.2 Employees must ensure that all property is placed in the appropriate lockers and not 

left unattended on tables, chairs or in any unattended rooms. 
 
2.3 The School accepts no responsibility for the loss, theft or damage of personal 

property, including that which is left overnight whether it is locked away or 
otherwise. 

 
2.4 The School has a protocol for the use of personal mobile phones during working 

hours.  Please refer to the School’s Mobile Phone policy. 
 
3 Data Protection 
 
3.1 The School adheres to the requirements of the Data Protection Act and it aims to 

ensure that your privacy is protected in relation to any and all personal information 
held on file in School.  

 
4 Trade Unions 
 
4.1 All employees are encouraged to join a Trade Union. 
 
4.2 Unions currently represented at the School include: 
 

NUT 
NAHT 
NASUWT 
GMB 
UNISION 

 
5 Additional Information 
 
5.1 If there are any issues that are not addressed in this handbook that you feel you 

need to clarify please speak to your line manger or the School business Manager, or 
alternatively the Headteacher.  
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APPENDIX 1:  LIST  OF  SCHOOL  POLICIES  
 

 
Anti-bullying 
Appraisal Policy 
Assessment for Learning 
Behaviour  
Capability 
Charging 
Child Protection and Safe School 
Classroom 
Discipline and Grievance  
Equal Opportunity 
Inclusion 
Keeping Children Safe 
Marking and Feedback 
Maternity Leave, Paternity Leave and Adoption Leave 
Name Calling 
Observation 
Pay Policy 
Penalty Notice Scheme 
Reading 
SEN Policy 
SEN: What do we do for your child with SEN 
Single Equality Scheme 2012 
Teaching and Learning 
Whistleblowing 
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APPENDIX 2:  Links to Useful Documents and Contacts 
 
(draft – for example...) 
 
Change of Personal Details Form 
Child Protection Designated Leads 
Fire Evacuation Procedures and Memorandum to Fire Marshals 
First Aiders:  Current List 
School Building Plan 
Staff List 


