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GENERAL INFORMATION
Address:

EF House
Castle Road
Torquay
Devon
TQ1 3BG

Tel:

01803 202932

Website:

www.ef.com

Type of School:
Age range:

ISA Independent International Boarding School
14 -19 years

Chair of Executive Committee: Jens Applevist
Head of School:

Rob Tasker

DSL:

Rob Tasker

Deputy DSLs:

Kelly Hall & Tina Desmond

SENDCO:

Rob Tasker

Site Manager:

Nathan Winstone

Examinations Officer:

Su Layfield

INTRODUCTION
INTRODUCTION
EF Academy Torbay is an independent international boarding school for students aged from 14 to 19. The school aims to open a world of
opportunities for high school students through a superior education, thorough preparation for university and a future which knows no borders.
Not only does studying in our global classroom promote academic excellence, it develops superior social skills, and helps our students begin
building a network of friends and contacts that span across the entire world. The global curriculum at EF Academy offers our students the chance
to experience all of these. We lay the foundation for leadership roles in multinational organizations, whether that’s at home or abroad.
EF Academy Torbay is everything a student can expect from a world-class boarding school first-rate learning environment, modern facilities, gifted
teachers, and a highly personalised approach to each student’s academic development. The school is deeply committed to preparing our students
for tomorrow’s international world.
THE MANAGEMENT OF BOARDING
The Head has overall responsibility for boarding and the welfare of all students and reports directly to the VP Operations. This includes
responsibility for the school’s boarding residences (and host families if used). Key issues concerning the safety, care and welfare of boarders are
discussed and considered in Senior Leadership Team and pastoral meetings, both of which are held weekly.
The Head has management responsibility for all elements of boarding through line management of the Head of Boarding.
The Head is the Designated Lead for Safeguarding and ensures that all employees of the school have received the relevant level of safeguarding
training and that this training is refreshed regularly and in-line with best practice guidance.
BOARDING ACCOMMODATION
Boarding accommodation can be provided in two forms; boarding residence and homestay, also known as ‘host families’. At the start of the
2020/21 academic year the use ‘host families’ has been suspended but could in certain circumstances be reintroduced. The Head of Boarding will
ensure ongoing compliance for the use of both forms of student accommodation throughout the academic year.
BOARDING RESIDENCE
The school provides boarding accommodation in four locations in two buildings. Rooms vary from single to triple, however in each room every
student has their own safe, wardrobe and desk and all rooms have en-suite bathroom facilities. Both residences are approximately a ten to fifteen
minute walk from the school. The 2 residences are:
Brampton
Torre House
The boarding residences are leased under contract by the school from the proprietor of the properties.
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Pastoral care and welfare in the residence is supervised by designated house parents, the majority of whom ‘live in’ the residence(s) and are oncall overnight. House parents are trained to fulfill their roles effectively, including being qualified first aiders and have undergone vetting
procedures as defined by the school’s recruitment and selection policy and safer recruitment practices prior to their employment with the school.
The Residences have their own social and recreation spaces, dining facilities, including a space for boarders to prepare and consume snacks and
refreshments and study/ICT facilities. The house parents’ work in conjunction with the School’s Co-Curricular & Sports team provide to a
programme of activities for evenings and weekends. All students are provided with a safe to allow for the secure storage of items of value.
The school welcomes students of all faiths and cultures and values the diversity that this brings. Both the School and when needed Residences
provide access to a Prayer room and contemplative space.

SCHOOL MEDICAL COVER
Dedicated medical facilities are available in both the school and boarding residences. Out of hours’ access is provided by the local GP surgery and
hospital and all students are registered with a doctor.
Students are encouraged to complete a centrally generated survey twice per academic year. This gives the School important feedback on the
quality of our boarding accommodation and our facilities. Students who have immediate issues are asked to speak to their senior house parent,
the accommodation and welfare leadership team or a member of the academic team. Any concerns or issues will be dealt with promptly.
Students can also share their feedback via the regular Student Council and residential house meetings.
Formal complaints can be made by following the school’s complaints policy, a copy of which can be obtained from the school website
http://www.ef.co.uk/academy/campuses/torbay/
The Boaridng team provides ongoing support, advice and care to our students. All academic and support staff, and not just those with specific
pastoral responsibility, take a real and genuine interest in the well-being of all students at EF Academy Torbay.
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EF ACADEMY AIMS
EF Academy is dedicated to helping international students prepare for an English speaking university education. Our courses have been specially
designed so that our students not only gain places at their top choice universities, but also gain the skills and confidence to thrive in a demanding
English speaking academic environment.

OUR MISSION
EF Academy opens a world of opportunities for high school students by providing them with a superior education abroad, through preparation for
university, and a future that knows no borders.
At EF Academy we believe that education is highly personal. We also understand the challenges facing international students, who are young
people in a foreign culture. We aim to provide every learner with individual support, challenges and guidance needed to break down the barriers of
language, culture and geography in order to succeed and achieve their educational goals. We do this through providing a supportive environment
in which a strong school and community spirit encourages lifelong friendships to be nurtured.

OUR COMMUNITY VALUES
As a school we aim to aid in the creation of successful, well-rounded and diverse young people that are desirable, independent and accomplished
individuals in their own right. To support this we ensure that our Community Values are ever-present in the day-to-day life of our school and that
our students are commended for demonstrating these qualities.
1.

A love of learning – We aim to nurture intellectual curiosity through engaging and enquiry-led teaching that will create a love of learning
within our students. We encourage students to work independently and collaboratively and to demonstrate creativity and innovation in
their approach to solving problems. Our students are provided with a safe, stimulating and supportive learning environment that gives
them the courage to take calculated risks and to learn and improve from feedback. We use innovative teaching methods and technology
to enhance our students’ mastery and enjoyment of their studies, helping to foster a love of learning that will last a lifetime.

2.

Respect – It is our duty to demonstrate respect and awareness for all. Our school actively works to help students nurture these qualities
through giving them the opportunities to develop their self-esteem and self-confidence. This respect is evident in our interactions with
students, parents, staff and our environment. Respect requires an open-mindedness and incorporates an understanding, tolerance and
compassion towards others in both thought and action. We aim to develop an international awareness and cultural sensitivity in all of our
students and to provide them with opportunities to demonstrate this.

3.

Ambition – Our goal is to ensure that our students achieve more than they would at any other school. Therefore, we encourage our
students to be ambitious in everything they do. We value and celebrate progress and recognise that the diversity of our student body
means that many students will develop and achieve at different levels. We seek for all of our students to develop self-confidence and to
have belief in their own ability.

4.

Responsibility – Students are expected to take responsibility for their learning and their behaviour. We aim to make our students
confident, autonomous learners who are able to meet deadlines and learn to solve problems effectively. They develop their sense of
responsibility by making informed choices, learning to consider the consequences of their actions and through leadership opportunities.
Responsibility extends beyond the classroom where we demonstrate a consideration towards others and to the environment.

5.

Growth Mindset: We believe in the importance of developing this mindset in all our learners; that intelligence is not fixed but can be
shaped by a “love of challenge, belief in effort and resilience in the face of setbacks” (Dweck). We therefore place a strong value on
commitment and attitude and ensuring our students develop resilience. We aim for our students to understand and demonstrate the value
of failure in helping to learn and make stronger progress.

How do we aim to embed our Community Values in the everyday life of our students?
-

Through our rewards system: use of E-Praise points which can be specifically awarded to students who demonstrate any of our 5
Community Values.
Through the reporting process: ensuring teachers regularly record the ‘commitment’ levels of students
Visual stimulus: Community values displayed around the school, for example on signs, posters and in classrooms through our ‘READY
to learn’ expectations.
Assemblies: Opportunities for both students and staff to raise the profile of our Community Values, and report on how they are currently
being demonstrated in school life, are built into our assembly calendars at the start of the academic year.
Through student voice: Each year we have around 40-50 student leadership positions which further encourage our students to develop
and demonstrate our Community Values.
Communication with parents: letters sent by middle and senior leaders to parents, praising students on demonstrating our Community
Values.

Our Community Values are also linked to the learning experiences our students have in lessons through developing 4 areas of teaching and
learning:
Emotional (Responsibility)
Cognitive (Love of Learning)
Social (Respect)
Strategic/Reflective (Ambition)
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THE ACADEMY DAY
08.15

Staff arrival

09:00 – 10:00

Lesson 1

10:00 – 11:00

Lesson 2

11:00 – 11:20

Break

11:20 – 12:20

Lesson 3

12:20 – 13:20

Lesson 4

13:20 – 14:00

Lunch

14:00 – 15:00

Lesson 5

(except Wednesday)

15:00 – 16:00

Lesson 6

(except Wednesday)

16:00 – 16:15

Tutor time

(except Wednesday)

16.15 – 17.15

Lesson 7/Clubs and activities

17.15

End of staff day (16:15 on Friday)

(Except Tuesday)

Wednesday afternoons is non-timetabled enrichment time, curriculum support time and university guidance support time.
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STAFF CODE OF CONDUCT
1. SCHOOL POLICIES
1.1. This Code of Conduct should be read and adhered to in conjunction with the following school policies:
• Safeguarding Policy
• Health and Safety Policy
• Risk Assessment Policy
• Activities, Events and Excursions Policy
• Data Protection Policy
• Equal Opportunities Policy
• E-safety Policy
• Responses to Children Missing Education (CME) Policy
• Behaviour, Rewards and Sanctions Policy
• Anti-bullying Policy
TORBAY COVID SECURE POLICY (SEPT 2020)

2. APPEARANCE AND DRESS
Teaching is a formal and professional vocation. A staff dress code should reflect this and it is important that staff project a professional
image to students, parents and other stakeholders. Our dress code reflects the high expectations of the Academy in terms of teaching
and learning and behaviour. It is recognised that staff within the Academy perform a variety of different roles and our dress code takes
this into account.
Rationale:
• All staff are models for the learners in the Academy, therefore they have a responsibility to model appropriate dress and appearance.
• The image that we project as professionals is associated with how we present ourselves; the image of the Academy in the community is
related to how all adults in the school dress. It is therefore important to dress appropriately when acting in a professional capacity and
with due regard to any conclusions parents/visitors may draw from your appearance.
• This policy provides:
• Guidance to new colleagues
• A benchmark against which the standards of all can be measured
• A framework to inform decisions on standards taken by individual(s)

•
•
•
•

General Principles
Staff must abide by the dress code and dress appropriately for their particular role
Clothing should be clean and in a good state of repair
The Head has the final say on whether clothing and appearance is appropriate
If a staff member’s clothing or appearance is not deemed appropriate, their Line Manager or member of SLT will speak to the member of
staff concerned to discuss any concerns.

Information for all staff
• Clothing must be professional attire, not casual wear
• Male staff must wear a shirt, trousers, smart shoes (except PE staff and designated support staff). Ties are optional.
• Female staff must wear smart dresses or separates (except designated support staff). Trousers may be full or ¾ length, but no shorter.
Any cropped trousers must be formal and tailored. Skirts and dresses should not be too short (just above knee length at the shortest).
Shirts, blouses, knitwear and other smart tops may be worn, plus smart shoes or boots.
• Learning support assistants and office staff are expected to adhere to the same dress code as teachers
• Other support staff and non-teaching staff (e.g. technicians, canteen staff, site staff) should dress smartly and appropriately for their role
taking into account health and safety issues/the physical nature of their role
• Hair should be neat and tidy. No extreme hairstyles are allowed
• Visible tattoos are discouraged and must be discreet
• Jewellery should be discreet.

•
•
•
•
•
•
•
•
•
•
•

The following may be helpful in clarifying what is and what is not appropriate:
No denim
No revealing or excessively tight clothing
No t-shirts (except PE staff) exceptions are for female staff who wear t-shirts in conjunction with other clothing
No shorts (except PE staff)
No combat or cargo trousers
No leggings unless under an appropriate length skirt or dress
No inappropriate footwear e.g. flip flops and trainers (except PE staff) which may contravene Health & Safety guidelines.
Women’s tops may be sleeveless but should not be ‘strappy’ (i.e. have narrow shoulder straps) or be strapless
No large logos
No clothes that are excessively worn or faded
No clothes with rips or tears
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3. ATTENDANCE
Our expectations are that staff members:
• Attend work in accordance with their contract of employment and associated terms and conditions in relation to hours, days of work and
holidays.
• Make routine medical and dental appointments for themselves or family members outside of their working hours or during holidays, where
possible.
• Refer to the school’s attendance policy on special leave if they need time off for any reason other than personal illness.
• Follow the school’s absence reporting procedure when they are absent from work due to illness or injury.

4. PROFESSIONAL BEHAVIOUR AND CONDUCT
•
•
•
•

Staff members are expected to treat other colleagues, students, parents, and external contacts with dignity and respect.
Discrimination, bullying, harassment or intimidation, including physical and verbal abuse, will not be tolerated at the school.
Staff members must not misuse or misrepresent their position, qualifications or experience or bring the school into disrepute.
Staff members must inform their line manager if they are subject to a criminal conviction, caution, ban, police enquiry, investigation
pending prosecution.
• Staff must not give lifts to students in their own private vehicles unless accompanied or with prior written agreement by Head of School
and parents.
5. SAFEGUARDING CHILDREN
Our expectations are for staff members to:
• Act in an open and transparent way that would not lead to any suspicion about their actions or intent.
• Respect their duty to protect children and young people from harm and to maintain professional boundaries.
• Read and understand school policies on child protection and safeguarding, including their obligations to undertake a Disclosure and
Barring Service (DBS) check.
6. DECLARATION OF INTERESTS
• Staff members are required to declare their interests where the group or organisation would be considered to be in conflict with the ethos
of the school. Membership of a trade union or staff representative group would not need to be declared.
• Staff members should also carefully consider whether they need to declare their relationship with any individual where this might cause a
conflict with school activities.
• Failure to make a relevant declaration of interests is a very serious breach of trust and, therefore, if employees are in doubt about a
declaration, they are advised to contact the school or trade union.
• All staff should declare any potential pecuniary or conflicts of interest to the Head of School in writing for inclusion on the Register of
Business Interests.
7. HEALTH AND SAFETY
Staff members must:
• Be familiar with and adhere to the school’s Health and Safety Policy and Risk Assessment Policy. They must ensure that they take every
action to keep themselves and everyone in the school environment safe and well.
• Comply with health and safety regulations and use any safety equipment and protective clothing which is supplied to them without any
adjustment to its intended use.
• Comply with accident reporting requirements.
8. ALCOHOL AND ILLEGAL DRUGS
• The taking of illegal drugs or alcohol during working hours or whilst on any school visits where students are present is unacceptable and
will not be tolerated. Staff members are expected to attend work without being under the influence of alcohol or illegal drugs.
• If alcohol or drug usage impacts on a staff member’s performance, the school has the right to discuss the matter with the employee and
take appropriate action.
9. SCHOOL PREMISES, EQUIPMENT AND COMMUNICATION
• School equipment and systems are available only for school-related activities and should not be used for the fulfillment of another job or
for personal use, unless specifically authorised by the Head of School.
• Urgent messages to staff will be sent by email therefore on work days all staff are required to check their email regularly including by 8:20
each morning and in the afternoon prior to the end of the school day.
• Illegal, inappropriate or unacceptable use of school equipment or communication systems may result in disciplinary action and, in serious
cases, could lead to an employee’s dismissal.
• Employees receiving inappropriate communication or material or who are unsure about whether something he / she proposes to do might
breach this Policy, should seek advice from the Head of School.
• The school reserves the right to monitor e-mails, phone calls, internet activity or document production, principally in order to avoid
offensive or nuisance material and to protect systems from viruses, but also to ensure proper and effective use of systems.
• Communication systems could be accessed if the school suspects that the employee has been misusing systems or facilities, or for the
investigation of suspected fraud or other irregularity.
• Passwords should not be shared and access to computer systems must be kept confidential except on the express request of the Head
of School. Breach of this confidentiality may be subject to disciplinary action.
• School equipment that is used outside school premises, for example laptops, should be returned to the school when the employee leaves
employment or if requested to do so by the Head of School.
10. SCHOOL NETWORKING WEBSITES
• Employees must not access social networking sites for personal use during classes.
• Employees must be familiar with and comply with the Schools E-safety policy.
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• Employees must act in the best interests of the school and not disclose personal data or information about any individual, including staff
members, children and young people.
• Staff members should not ‘friend’ students on social networking websites and should never contact students using their personal email
addresses.
• Disciplinary action will be taken for misconduct including breach of confidentiality; or defamatory remarks made against any individual at
the school; abuse of the internet, electronic mail or other communication systems which compromises the integrity of the school, places
students at risk and leads to a break down in trust.

11. DATA PROTECTION
Staff members are required, under GDPR, to collect, maintain and dispose of sensitive or personal data in a responsible manner.
Staff members should not disclose sensitive information about the school, its employees, or the local authority, to other parties, unless it
gives rise to concerns about the safety or welfare of a student.
Staff members have the right to request access to data that is held about them and such requests should be made to the Head.
12. SUPERVISION OF STUDENTS
All staff are considered to be supervising while they are on the school premises. This duty is not restricted to the supervision of classes
they are teaching or times when they are formally and specifically asked to be on duty.
To ignore any student misbehaviour is to condone it.
You have the authority (and support) to make sure all students are behaving in a sensible and safe way anywhere on the school site and
off-site particularly during break and lunchtimes.
When teaching a lesson the member of staff present is primarily responsible for the safety and wellbeing of the students in their
care. In practice this means that it is the staff member’s responsibility to ensure:
•
•
•
•

They arrive to each lesson on time and are prepared to begin teaching the class immediately at the start of each lesson.
Their electronic register is accurate for the group they are teaching.
The register is taken accurately and saved within the first 15 minutes of every lesson without exception.
They do not leave students unaccompanied or unsupervised unless absolutely necessary. Where this does happen staff should
ensure the safety and supervision of the students in their care first.
• Students do not leave the room during the lesson unless absolutely necessary. Staff are reminded that all students in their class are
their responsibility during the lesson, including if they are allowed to leave the class (for example, to go to the toilet).
• Each lesson ends on time & allows students to leave promptly but not early.
• Students are dismissed in an orderly fashion - leaving desks and chairs tidy and litter cleared.

STUDENT BEHAVIOUR IN LESSONS
In order to support all staff and students in setting and maintaining consistently high expectations of all, the school has produced ‘READY
to learn’ and school sanctions procedure posters which will be distributed to every teacher at the start of the academic year to display in
every classroom. These show clearly what our expectations are of both students and staff and all staff must ensure that these systems
are fully understood and referred to during every lesson when appropriate. Student behaviour in lessons is the responsibility of the class
teacher, persistent poor behavior should be dealt with by the class teacher in conjunction with their Head of Faculty. Senior leadership
and Senior House Parents should be informed about ongoing behavioural issues with specific students and can available to support
teachers but are not responsible for behavior within the classroom nor the use of any sanction that may arise due to poor behaviour in
lessons.

EF ACADEMY TORBAY – STAFF HANDBOOK

11

STRUCTURE AND SYSTEMS
Senior Leadership Team
Mr. Rob Tasker (Head of School) (DSL & SENDCO)
Mrs. Debbie Chatterton (Assistant Head: Director of University Guidance) (IB Coordinator)
Ms. Louise Blondell (Assistant Head: Director of Teaching & Learning)

STAFF & TUTOR LIST
Name

Role (s)

Tutor

Gundel Bonfield
Nicholas Smith
Tracy Thorne

ARTS
Head of Faculty
Film/Media
Art & Teaching Assistant

Cover/Online
IG2

Tim Hann
Jay Dickin
Polly Morton*
James Carr*
Maria Jennings*
Nadine Mohr*

BUSINESS, IT & HUMANITIES
Head of Faculty
ICT
Business
Psychology
History
LANGUAGES
Head of Faculty
English
English/Sociology
English/Sociology
Spanish
German

Dan Luly

Head of ESL

Mark Glew*
Adrian Harrington
Louise Roberts
Claire Dahill
William Tithecott

Cover/Online
AL2
IB2
IB2

IB2
IB2
IB2
Cover/Online
Cover/Online

ESL

Wendy Daniels
Tricia Asquith
Richard Vaas
Penny Lovelock
Mandy Meek
Hana Skuckova*

Cover/Online

SCIENCE
Head of Faculty
Science
Science
Science Technician
MATHEMATICS
Head of Faculty
Maths

IG2
AL2

Cover/Online

SLT
Rob Tasker
Debbie Chatterton
Louise Blondell

Head of School
Assistant Head: Director of University Guidance
Assistant Head: Director of Teaching & Learning

Su Layfield
Rob Murphy
Jane Orchard
Nathan Winstone

BOARDING STAFF
Head or Boarding (Torre House)
Deputy Head of Boarding (Brampton Court)
House Parent Torre House
House Parent Torre House
House Parent Brampton Court
House Parent Brampton Court
SUPPORT STAFF
Examinations Officer
School Technology & Process Manager
School Administrator
Site & Maintenance Manager

Kevin Tyler*

Caretaker

Kelly Hall
Tina Desmond
Helen Bradford
Sarah Loughridge
Darren McDonald
James Roberts

* Part-time staff
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ASSEMBLIES
Assemblies will be scheduled on Wednesday starting at 15:50 in the LRC or on an ad-hoc basis as needed. Most weeks it is anticipated
that all students will be required to attend, however it may be on occasions only certain year groups will be selected & when this occurs
the remaining students are free to leave school immediately or continue with other Wednesday afternoon activities. All assembles will be
online from September 20/21 until further notice due to COVID-19 restrictions.
The majority of assemblies will be led by SLT, however a key aim is to celebrate the many successes and achievements of our students
in front of their peers therefore all staff are actively encouraged to ‘volunteer’ ideas or nominate students for particular awards or
celebration and you are very welcome to come to assembly to present in person.

FRONT DESK
Front desk needs to know who is on/off site for fire regulations — teachers must sign in/out at the front door in the foyer if leaving EF
Academy during the day. Visitors must sign in at reception. Students are not permitted to leave site on the school day this year from Term
1 and until further notice due to COVID-19 restrictions

HEALTH & SAFETY
All staff in school have a personal responsibility for the health and safety of themselves, their colleagues, students and visitors. It is also
the duty of every member of staff to report any unsafe conditions to the Head of School or School Site & Maintenance Manager. All staff
have some health and safety responsibility and will be expected to have knowledge on what to do if an accident or incident occurs, know
the fire and first aid procedures and understand the basics of manual handling. A copy of the Health and Safety policy is kept on the
Shared drive and all staff should be familiar with it. Please lso refer to the EF Academy Torbay Covid secure police (September 2020).

HOLIDAYS AND ANNUAL LEAVE
Teachers take their holiday in the school closure periods as stated in their contracts. Those staff on administrative contracts request their
holidays through Teemseer and these are approved via their Line Manager.

INDEPENDENT LISTENER
The school has a system whereby any child who wishes to talk to an independent adult can do so. Our Independent Listener is Joel
Ward, a youth minister at Upton Vale Church. He has many years’ experience helping and guiding young people. Joel’s contact details
are displayed in the boarding houses and on posters around the school.

PARKING
Parking spaces are assigned in the school car park at the start of the year. In addition, the space at the top of the car park is for the
school minibus and maintenance and deliveries only and therefore staff must not park here at any time.

RAISING CONCERNS
Staff should be aware that they are able to raise concerns about any form of wrongdoing or malpractice in the knowledge that these will
be taken seriously and investigated thoroughly via the School’s Whistleblowing Policy.

SAFEGUARDING
If you have any concerns about safeguarding issues please talk to Rob Tasker who is the Designated Safeguarding Lead (DSL). Kelly
Hall and Tina Desmond are the two Deputy DSLs (DDSL) and they may also be approached at any time regarding any safeguarding
matter. If a student talks to you or discloses a safeguarding issue, please complete a Safeguarding Referral Form and tell the student
that you are duty-bound to share the information with a safeguarding leader. The school’s full Safeguarding Policy and procedures are
available on the Shared drive and on the school website.

SALARY
Salaries are paid on or around the 28th of each month. Part time staff on variable hours contracts will need to submit a timesheet to their
line manager. For all payroll enquiries and other HR issues please see Jane Orchard in the first instance.
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SECURITY AND ENTRY INTO BUILDING
To ensure safety and security to all, entry to the building is through entry pads. Periodically these codes are changed and changes are
communicated out through the School Site & Maintenance Manager. All staff will be issued with an ID card. It is staff responsibility to
have this with them at all times and to ensure it is visible on them when on the school site. Visitors will be required to sign in and receive a
temporary pass. No-one should be on site without a visitor pass and staff should be aware of unidentified people around the school and
be prepared to politely challenge them or report their presence to the Head of School. The procedure for clearing the school and setting
the alarms are controlled by the Head of School and the School Site & Maintenance Manager.
All items of significant value will be security marked and recorded in the school asset register. Users of dangerous or high value items
shall be responsible for securing them on completion of use.

SMOKING
Academy is a non-smoking environment. In line with policy and legislation, staff wishing to smoke during break times must do so outside
and well away from the school site.

STAFF ABSENCE PROCEDURES
1. ALLOCATION OF COVER
Cover will be allocated in a fair and equitable way across the school. In general, teachers with less class contact time will be required to
cover more classes than staff with a heavier teaching load.
Teachers covering classes will be expected to take part in the learning and teaching process with the class as far as possible.

•
•
•
•

Cover will be allocated in the following order:
Member of faculty with available cover time
Supply teacher already in school with available cover time
Other member of staff with available cover time
Record of cover allocated to staff will be maintained on a weekly spreadsheet
2. UNPLANNED ABSENCE - TEACHING AND SUPPORT STAFF
In the event of personal illness or domestic problems necessitating absence from school, it is essential that teaching staff get a message
to the Head and your HOF, as early as possible on the day concerned and on all subsequent days of absence. Please telephone the
number provided by (7.30am at the latest). The Head is responsible for cover but will delegate it’s application to SLT/Admin staff.

In addition to informing your HOF of your absence, it is also the responsibility of teaching staff to:
• convey information to your HOF and Su Layfield, concerning your intended use of tutor time and other pastoral commitments for that day.
• convey information to your HOF and set work for classes that you will be missing. Make sure you that you set appropriate cover work that
your own faculty can cover, or outside agency supply teachers, can successfully deliver to your classes.
• convey information regarding any other commitments on that day.
If you are taken ill, or have to leave school for any other reason, during the school day (teaching staff) and have to go home and/or miss
classes, make sure that you inform your HOF, or in their absence one of the Senior Leadership Team, even if you have arranged cover
within your department. Support staff should inform the Head of School before they leave the school.
• If the member of staff knows they will be absent for additional days contact should be made with the Head & HOF as soon as possible,
and before 7:30 am of the next day of absence
• If the absence is to be long term the Head should be informed and kept updated on the timescale for return to work
• If the member of staff is to be absent for more than 3 days then every attempt will be made to bring in supply cover.
• The school will endeavour to find specialist cover at all times.
On your return to work, you will be asked to complete a Self-Certification Form which you will need to collect from Jane Orchard. Please
complete the relevant sections on your first day back and return to Jane. If you are absent for more than seven days including
Saturday and Sunday you must obtain a note from your Doctor. This should be completed and handed to Jane (both teaching and
support staff) immediately on your return to work.
Non-interruption of salary depends entirely on prompt return of certificates.
Teaching staff should also ensure that they advise their HOF & Su Layfield as early as possible of any changes to arranged cover, e.g.
cover that has been organised but is not now needed.
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2. PLANNED ABSENCE FROM SCHOOL
Approval for planned absence must be negotiated with the appropriate staff. This will normally be the Head of School.
This can take three forms • Professional Commitments e.g. In-service Education, Examiners' meetings, moderation meetings and trips out of School with students.
• Personal Reasons e.g. Medical and Dental appointments if these cannot be organised outside of school hours.
• Staff may need to be absent for personal or compassionate reasons such as funerals. Absences of this nature are negotiated with
individual members of staff.
3. PROCEDURE
Visits, courses etc:
The member of staff organising the visit should discuss with the Head of Co-Curricular (Tim Hann) the proposed date, likely numbers of
students and staff suggested for supervision as early as possible. Once the visit has been authorised the member of staff is required to
inform the Head at an early stage of the visit and the plans should include details about the cover which will be required and HOF
confirmation as to the cover required outside of faculty.
4. STAFF SELF-ISOLATION

Staff must:
• isolate as soon as the NHS tells them to
• provide a copy or confirmation of the formal notification they received from the NHS/GP (either a phone call, letter, email or text
message) to the Head of School
• let the Head of School know if they develop symptoms
• ensure that Head of School has up-to-date contact details
• inform their line manager and The Head of School if home or family commitments effect their ability to work from home in any
way whilst isolating
• request any support needed to work from home from their line manager
• discuss with their line manager any contingency plans to cover teaching or other tasks and responsibilities
• remember that they should not return to work during the isolation period or until symptoms cease (whichever is later) as they
may put others at risk
• inform parents and admissions teams, if specific classes are going to be affected due to the teacher or student(s) self-isolating.
(The Head of School will inform parents and Admissions Teams as appropriate if a member of their team is self-isolating and of
the contingency arrangements in place.)

STAFF CONTACT DETAILS
It is important that we maintain an accurate record of staff contact details. Staff must inform Jane Orchard of any change of contact
details as soon as possible.

STAFF MEETINGS
The regular staff meeting slot is one allocated evening per week starting at 16:00, however other meetings may be organised at other
times within contracted hours.
All staff are required to attend 2 staff briefings each week (both held in the LRC) on Monday and Thursday mornings starting at 08:30.

STAFF NOTICES
The Admin Team communicate with teachers by email and/or by daily notices unless it is an emergency. Please see the Code of
Conduct for expectations of staff.

TEACHING ASSISTANTS RESPONSIBILITIES
The class or group teacher is responsible for organising their work during the school day. Some TAs have specific responsibilities and
work with a number of class groups under the direction of the teacher with responsibility for that subject area e.g. Art; Film.
If individual TAs wish to raise any questions/concerns, these should be done with their class teacher. In certain circumstances, it may be
appropriate to raise these with the SENCO in the first instance.

TELEPHONES
Please ensure that your personal mobile phone is on silent and out of sight during working hours. If there is an emergency you can be
contacted via the school office. Please give the school number for this purpose. No staff should use their personal phone in school
corridors/public areas during working hours unless during an emergency. Use of cameras on mobile phones to take images of students is
strictly prohibited.
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VISITORS
The school welcomes visitors. Every visitor is required to sign-in when they arrive at school, wear a visitors badge at all times and sign
out when they leave the premises.
Members of staff should inform the Head of School and Front desk if they are expecting visitors or if special events are taking place in
school. The front desk will ensure that all arrangements are recorded in the school diary.

VOLUNTEERS
The school welcomes volunteers who can bring additional expertise into the school. Any regular volunteer work should be for agreed
specified periods and for specified areas of work. The Head will assess any applications and invite the volunteer into the school for a
discussion. References would be taken up and DBS requirements satisfied before any volunteer could start work. The volunteer would
work under the direction of a class teacher or member of the leadership team. Volunteers should never be left alone with students or
allowed to take students out of the school building by themselves. If there are any concerns about a volunteer the Head should be
consulted.

COMMUNICATION
Email

All staff have an e-mail address. E-mail has increasingly become the main means of internal communication
for the school. It is essential that all e-mails are checked at least twice a day. Please ensure that you check
your email by 08.20 each morning for cover purposes and again in the afternoon before the end of the school
day.

Internal/external
Post:

Some communication between members of staff, not sent by email, will be by means of pigeon holes located
in the staff room. All external post delivered to school will also be left in staff pigeon holes.

Briefing:

Two whole school briefings occur each week on Monday and Thursday mornings, both starting at 8.15 a.m.
in the LRC. It is a directed meeting and all staff must attend.

Mobile Phones:

SLT and Boarding Leadership have work phones and these staff can be contacted on these in an
emergency.

Voice Mail

Staff with leadership responsibilities and Administration staff will have access to a virtual extension where
voice mail will be delivered.

COMMUNICATION WITH STUDENTS
Student notices are published weekly and updated when necessary during the week. If you wish to notify students of any events please
email the information in the form you wish it to appear by 3pm on Thursday. Tutors are responsible for ensuring students are aware of the
notices.
Students have an EF school email address which teachers MUST use for communication, like sending homework. STAFF ARE
PROHIBTED FROM SENDING OR RECEIVING MESSAGES TO ANY STUDENT’S PESONAL EMAIL ADDRESS.

ICT ACCEPTABLE USAGE POLICY
The use of school ICT facilities is subject to an Acceptable Usage Policy (AUP); this policy is available on the school website. The AUP
applies to all school equipment whether used onsite or not. Usage of EF Academy's ICT systems is monitored. Our internet connection is
filtered to ensure that students are kept safe and that our statutory requirements are met under Every Child Matters. If however you feel
that a website is blocked that shouldn't be, please contact ICT Support, who will investigate, and in cases of over sensitive filtering, will
unblock.
EMAIL
All staff are provided with an EF email address.
When reading e-mails in the classroom please ensure that students cannot see the information, i.e. don't read e-mails while running your
laptop through the projector. Most projectors have a freeze button on the remote control that can be pressed to lock what information is
being displayed on the projector without updating it from the laptop.
ICT EQUIPMENT — PROCEDURE FOR STAFF LEAVING EMPLOYMENT
On your last day at EF Academy please return laptops, cables, bags and all other ICT equipment to the ICT support office. Staff
registering classes during the last teaching period can return these at the end of the school day.
Any work stored on laptops or user areas will be deleted along with email accounts, therefore please take a copy before the end of term.
If based in a room with a projector please leave the controls for the equipment in the class room and inform the HOF where they may be
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found. Keys must be returned to the Site and Maintenance Manager. In the event of equipment not being returned or returned with
unreported damage the protocols for dealing with such eventualities will be implemented, this could result in charges being made.

PERFORMANCE MANAGEMENT & CPD
• All staff should be involved in the school’s performance management process and through this should expect to work with their Line
Manager to receive annual targets & have these reviewed through an individual appraisal meeting.
• For individual staff members the setting of targets should wherever possible contribute to meeting the school’s aims as identified in the
school’s Strategic Improvement Plan. The targets should also support the staff in their own areas of professional development.
• For teaching staff, performance management targets must include at least 1 target relating to teaching & learning, student
progress/outcomes, wider contribution to school life & professional development. These categories do not apply to non-teaching staff.
• A key element of the performance management process is to record and celebrate the many achievements and significant contributions
colleagues make to our school. It is also an important opportunity to discuss further professional development, including highlighting any
training opportunities which the school can assist with providing.
• Any CPD requests should be sent to the Assistant Head: Director of Teaching & Learning who has overall oversight and responsibility for
the school’s CPD budget.

TEACHING AND LEARNING
Aims:
-

-

To encourage our students to foster a lifelong love of learning.
To provide all students with opportunities to creatively develop their levels of understanding and application through academic
challenge, appropriate to their ability.
To provide a broad and vibrant curriculum that provides students with opportunities to develop their innate talents and to
explore the extent of their intellectual, creative and physical abilities.
To provide a well organised, aesthetically attractive, and safe school environment that supports learning opportunities.
To recruit and retain high calibre professionals, who share and promote the values of our school and fully understand the
importance of our responsibilities towards our students and parents.
To provide learning opportunities, inclusive of all.
To develop the use of ICT to benefit our learners.

Expectations for Teaching:
As a school we aim to give all teachers as much freedom as possible to teach and try out new activities with students where appropriate.
Alongside there are certain elements which we require all teachers to ensure are completed for every face-to-face lesson and where
practicable “online school” lessons:
Before the lesson:
-Planned a lesson with challenge for all students.
-Set objectives where all students can show progress.
-Marked your books diagnostically in accordance with school policy (see below).
-Greeted students at the door/on entry to virtual room.
At the beginning of the lesson:
- Engages students with an activity which is relevant & engaging.
-Taken the register in the first 5 minutes (Teachers are reminded that on our current registration system (MyAcademy), when a teacher
opens a register, students appear as ‘present’ by default unless the teacher changes this entry so it is essential that during registration
teachers change this for any students who are not present in the class before saving). This will be vital from September 20 to ensure
online leaners are present when they need to be and on time, particularly in the first 2 weeks of the academic year where the entire
cohort will be attending “online school”.
During the lesson:
-Ensured that students know what they need to achieve in this lesson.
-Used targeted questioning/whole group responses to check students are making required progress.
-Given out praise points (using E-praise).
-Cameras are on for all students when teaching “online school” lessons.
End of lesson:
-Checked students have met the objectives and thus made progress.
-Set homework in accordance with policy (see following page).
-Spoken to individual students who have not met expectations & recorded sanctions in accordance with school policy (see following
page).
-Ensure “online school” students are aware of the expectations of them for submitting work if due before the next scheduled lesson.

Expectations for Learning:
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It is important that teachers plan schemes of work and deliver lessons that enable students to work towards the learning objectives and
make progress towards the success criteria. Although teachers have different styles of teaching, it is imperative that the agreed criteria
are followed to ensure the best outcomes for all students in all lessons. The ultimate aim is to ensure that thorough planning and focused
lesson implementation aids students to meet or exceed expected progress over a set time.
Measures of Outstanding Learning at EF Academy Torbay:
-

All learners are challenged and make strong progress. Significant independent learning and Higher Order Thinking evident.
Learning objectives, expressing high expectations, are shared with students at appropriate points and are used to help focus &
promote learning.
Resources are organised to promote extension and challenge (in and out of the lesson). They can be accessed with, and
encourage, independence.
Students are able to assess themselves and are aware of their current level/performance and how to improve further. Variety of
appropriate AFL strategies used.
All learning is suitably adapted and challenging for all students (incl. EAL students whose learning needs are carefully
considered).
Lessons include a variety of well-chosen strategies that consistently challenge the students.
All elements of the lesson are challenging & lead to consistently impactful learning. Pace is excellent throughout – no time is
wasted.
Students conduct themselves in a highly purposeful environment and possess a strong rapport with their teacher.
Students are able to demonstrate extensive subject knowledge and have ample opportunities to answer higher order questions.

HOMEWORK
We believe that it is essential that we provide students with tasks to complete outside of school in order to assist them in making strong
academic progress and to ensure they leave us with the skills and independence to be successful at university and in the workplace.
Considerations should be made for “online school” learners to achieve this too. At the start of the academic year each student will be
provided with a homework timetable to ensure they are clear on the length of time we expect them to take to complete this work. This
also supports teachers in ensuring that they are clear how much work to set each week.
Although it is important that teachers understand their responsibility to set a certain amount of homework it is crucial that this work is
beneficial to the students. As a guide, teachers could set students the following:
-

Complete a specific set task.
Revision for an upcoming assessment.
Learn key vocabulary.
Read ahead on an upcoming topic.
Prepare a presentation/summary of a topic.
Prepare an activity which can be used at the start of a lesson to re-cap on prior learning.
Re-do a completed assessment with a focus on re-doing sections where answers needed further improvement.
Setting a directed amount of time to spend on coursework, IAs etc.
Wider reading on a particular issue/section of the syllabus.

As with all learning tasks, the more a teacher can differentiate and personalise the tasks set the more effective they will be in assisting the
students to learn. Therefore, teachers are encouraged to set different tasks to students in the same class if they feel this is beneficial.
When setting homework, teachers must ensure this is recorded on Google Docs as this assists Host Families and boarding staff in
ensuring they can support the students in organising their time and studying effectively outside of school.
High quality homework should be sensitively praised in class and where appropriate included in display work. The e-Praise system should
also be used to recognise and reward such. Exceptional pieces of homework should be brought to the attention of the Head of Faculty for
recognition.
When homework is not completed teachers should use the ‘Homework and Independent Study’ sanctions procedure which is displayed in
each classroom (see below). It is essential that all incidents are logged as shown on this display to ensure consistency and so relevant
staff are able to access these records to support students outside of school and contact parents if necessary.
Homework and Independent Study
Teacher

HoF

CC

(1)

Homework not submitted
on time / to satisfactory
standard.

✓
✓
✓

Set extended deadline to 6pm the same day.
Log on Motivis.
Keep a record.

Informed

Informed via Motivis
log

(2)

2nd missed deadline or
extended deadline not
met.

✓

Set HoF detention: inform student of date, time,
venue.
Log on Motivis.

Detention lunch: 30
mins
(HoF/CC rota)

Generate letter home
(via Alpha)

✓
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3rd missed deadline or
Refusal to comply with
HoF detention

(3)

(4)

✓

Add student to relevant detention ‘group’ on
Motivis.

✓

Set SLT detention: inform student of date, time,
venue.
Log on MyAcademy.
Liaise with SLT re setting of detention.

✓
✓

Detention after
school: 45 minutes
(SLT rota)
SLT Add student to
relevant detention
‘group’ on Motivis.
Generate letter home
(via Alpha)

SLT detention as required. Formal warning letter home.

NB:
•
•
•
•
•
•

The levels are reset at the beginning of each new term.
Work through the stages of the above consequence system in order.
Reports may be used to monitor ‘Ready to Learn’ in lessons and independent learning – by Head of Faculty or Course Coordinator.
Logs monitored by Course Coordinators and Tutors.
Course Coordinator may refer students to SLT level.
Communication and consistency is essential to successful implementation.

ASSESSMENT, MARKING & REPORTING
Aims:
-

Provide relevant and useful feedback, which informs parents and students of current performance, progress made and steps to
improve.
All feedback should be constructive, motivational and improve progress.

Principles

-

Assessment cannot be divorced from the curriculum. The curriculum should enable pupils to develop subject expertise which
leads to examination success.
Assessment of children can take different forms, including observations and discussions as well as the formal assessment of
written work and tests.
All assessment (summative and formative) conducted in school needs to aim to improve student achievement. The outcomes of
summative assessments should be used formatively.
Assessment(s) should distinguish between assessing performance or learning. In order for the purposes of assessment to be
most effective both teachers and students must be aware of this distinction.
Testing students helps them to learn – it can have direct effects on retention of information.
All feedback must be accurate, helpful and timely. Feedback is one of the most powerful influences on learning and performance
but this impact can be positive or negative.
Giving feedback is worthwhile if it helps to provide the learner with clarity or helps to increase the pupil’s effort and/or aspiration.
Student progress is not linear.
The only good feedback is that which is acted upon.
All our assessment practices should be research based and continually reviewed.

ASSESSMENT
The frequency and nature of assessment will vary according to the subject/course, but all subject areas must have a coherent system for
record keeping. This will help to ensure informed progression for each student throughout the Programme of Study or Specification.
Baseline testing:
Upon entry into the school, all students will undertake a minimum of 4 assessments to assess their baseline levels and academic targets.
In addition to internal Maths and English assessments, students will have a STAR Reader test to establish their English reading age and
will sit a CAT4 online assessment. The results of these assessments will be used to assist us in placing students on the right
programme, subjects and classes.
Target setting:
The CAT4 assessment results are used to set target grades for all students except those on IAP. The baseline target grades for all
IGCSE 2 year, A-Level and IBDP students will be generated from CAT4 Challenged data. Baseline targets for IGCSE Accelerated
students will match CAT4 grades (due to the condensed and therefore more demanding nature of the programme).
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All student books and files will show the target grade/level for a student for their current course.
Value Added Performance:
Examination results are then compared to these target grades to produce value added data per student and subject. This is linked to
staff performance management targets to ensure pupil progress is at the heart of whole school improvement. As a school we are aiming
to have every student achieve or exceed their target grade in every subject.
Assessment windows:
To assist in assisting students and teachers to assess learning and measure progress over time, the Assessment & Reporting Calendar
divides the academic year into several assessment windows. During each of these in each subject all students should:
Receive an assessment of their current level in relation to final examination criteria. This means where ever possible,
assessments should use past examination mark schemes.
The resulting grade/marks/% will be shared with students.
Receive detailed feedback on their performance in these assessments, which will include specific steps on how to improve.
End of Year & Mock exams:
Once per academic year every student will sit either end of year (IAP, IG1, AL1 & IB1) or mock (IG2, IGACC, AL2 & IB2) exams. These
should be as similar as possible to final examination criteria and therefore, like the ‘assessment window’ assessments these should also
use past examination papers and mark schemes where ever possible. Grades in these exams will appear on the subsequent report(s) to
parents.
Predicted Grades:
Twice per year, all teachers of IGCSE, A-Level and IBDP students will be required to provide predicted final grades. When deciding upon
a predicted grade, the teacher should triangulate the student's current performance with their target grade and their professional
judgement on the most likely outcome at the end of the course, which may be supported by the Head of Faculty.

Rationale: The most important reason why as a school we request predicted grades is that they lead to actions/outcomes:
•
•

Should the students be above target then this should lead to positive praise (public and private) from staff at all levels with the
aim of further motivating and inspiring the student. This should be accompanied by communication to parents to keep them
informed. Those students on target should also be congratulated and praised for their efforts.
For those identified as ‘below’ entering data must result in follow-up to further support and motivate the student to improve.
This may be a 1-1 conversation, additional support at lunchtimes or after school, further reading/work to complete at home etc.
Serious concerns should be communicated home so parents are able to support us as a school in helping the student improve.

Please note that these predicted grades will be used by us as a school to complete a student’s academic transcript, which will be
submitted to colleges and universities as part of any application. These grades are also used by Director of University Guidance to
support the student in choosing and applying to universities. In addition to this, as a school we are judged by universities on the accuracy
of our predictions and consistent errors (either over or under-predictions) are likely to harm any future student’s applications from our
school.
**Please refer to the “Online School” learning guide for additional assessment guidance for online learners.

MARKING & FEEDBACK
Definitions:
Marking – Teacher assessment of work (a one-way process).
Feedback – Comments on specific elements of the work which lead to a student response which improves their progress (a two-way
process).
Expectations:
As a school we aim to give teachers as much flexibility as possible in how they mark and feedback to students on their work provided that
all marking and feedback meets the following common elements:
Marking:
When marking, teachers must address:
1. Factual mistakes/inaccuracy and technical inaccuracies in line with the subject’s requirements and expectations.
2. Poor exam technique e.g. failing to answer the question, answers which are limited in depth or, conversely, overly detailed for
the question asked.
3. Presentation and handwriting.
4. Coherence of points made.
5. Improvements that can be made to written style e.g. use of paragraphs, sentence construction, repetition, mixed tenses, limited
use of connectives, limited vocabulary and an overall lack of sophistication, commensurate with expectation.
Feedback:
1.

Feedback will always give clear indication as to the strong elements of the work and the steps needed to improve this
grade//level. Where appropriate this will also include a grade/level, however this is not required.
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2.
3.
4.

Feedback should focus on the assessment of progress in relation to learning objectives/success criteria or the student’s
targets.
It will be carried out so a clear positive response from the student is expected and can be found (dialogue).
Good work will be rewarded (E-Praise).

Frequency of marking & feedback:
It is not expected that every piece of work the students produce will be marked. However, each teacher/faculty must ensure they have a
robust system of assessment which ensures that the students receive and act upon detailed feedback at least fortnightly.
All marking and feedback should assist teachers in planning future work.
Different types of Feedback…
Note: There is no single expected form that written feedback should take. The desired outcome is that which works best for
teachers and students, and which perhaps offers some variety.
Some Possible Strategies…
- ✓ (Signaling good practice);
- ✓✓(Signaling very good practice);
- Two stars and one wish;
- Two WWWs and One EBI (‘what went well’ and ‘even better if…’);
- Self and Peer Assessment linked to relevant assessment criteria/specific ingredients lists;
- General teacher annotations;
- A Green Pen policy;
- Tactical marking (not every piece of student work needs to be marked to the same standard);
- Specific marking linked to a particular L.O/AF;
- Use of red and green pens (highlighting positives and targets);
- Stamps and stickers;
- Links to current/target levels and grades in comments;
- VF (teacher gives ‘verbal feedback’ whilst circulating class and students records this);
- Thought-provoking questions…

**Please refer to the “Online School” learning guide for additional marking guidance for online learners.

REPORTING
At several points during the academic year teachers are required to enter the following data on each of their students:
1. Current ‘working at’ grade/point score:
This grade should be a ‘best-fit’ of the quality of work the student is currently producing – it is NOT a predicted grade of expected final
examination performance. This should be generated using all evidence available to the teacher, including the standard of their classwork,
homework, formal assessment results and contributions in class.
2. Commitment:
Each student should be awarded two scores (each using the scale below) for their overall commitment. The first should take into account
student performance in lessons (including their punctuality & contributions to lessons) and the 2nd their commitment demonstrated
towards homework/revision.
•
•
•
•
•

1 = Outstanding – The student’s commitment to achieving their full potential is well above and beyond expectations. They are a
superb role model for other students.
2 = Very good – The student regularly shows real commitment to achieving their full potential. They have a strong work ethic
both inside and outside of the classroom and occasionally go beyond what is expected.
3 = Good – Overall the student is meeting expectations and works well both inside and outside of lessons.
4 = Inconsistent – The student’s level of commitment is varied. They often work well, however this is not sustained and they
can at times fall below what is expected of them.
5 = Poor – The student is consistently not meeting expectations. More focus and determination is required immediately.

It is expected that ‘3’ (Good) is the norm for commitment grades and therefore students achieving this should be congratulated as this
means they are working well and showing a good attitude to learning both in and out of lessons.
1.

Predicted grades:

See guidance earlier.
2.

Progress traffic light

This should be generated using a teacher’s professional judgement on how likely it is that the student will achieve their target grade in the
subject at the end of the course. Each teacher must choose one of the following options for each student:
Green – Above: The student is currently on course to exceed their target grade by the end of the course.
Amber – On: The student is currently on course to achieve their target grade by the end of the course.
Red – Below: The student is currently unlikely to achieve their target grade by the end of the course.

EF ACADEMY TORBAY – STAFF HANDBOOK

21

In addition to this data collection, at points during the academic year, teachers are also required to write reports in order to provide
parents and students with more detailed formal feedback on the student’s academic performance. At EF Academy these are particularly
important given that we do not have Parent/Teacher consultation days/evenings.
Teacher comments should be personalised (not copy and pasted) and written using formal language and checked carefully for spelling,
punctuation and grammar mistakes. The written comment should be based upon:
•
•

Strengths/achievements – Praiseworthy elements to celebrate the student’s strengths and main successes. This could
include key areas of improvement since the previous report if applicable, particularly if they relate to specific targets set
previously.
Key areas for improvement/targets – The main areas in which the student should focus to improve their performance. These
should be as specific and detailed as possible and (most importantly) provide specific strategies which the students should
adopt to achieve these targets.

To ensure consistency in reporting, all staff must use the student’s first full name and NOT their calling name. All staff tasked
with writing reports are responsible for the quality and accuracy of their own reports & it is essential that every effort is made to
ensure that they are error-free.
All assessment and reporting dates will be published at the start of the academic year on the school’s Assessment and Reporting
Calendar.
**Please refer to the “Online School” learning guide for additional reporting guidance for online learners.

EXPECTATIONS OF STUDENTS
STUDENT ATTENDANCE
Students are expected to maintain an attendance record of 90%+. Student's overall attendance is monitored weekly by Form Tutors, who
will intervene with students who fall below the expected attendance rate. This includes online school learners wherever possible.
ILLNESS AND OTHER LEGITIMATE REASONS
If a student is unable to attend School, s/he must contact their Senior House Parent, on any day of absence by 7:30am.
In circumstances where the student is absent for more than three days, the student will normally be required to produce a doctor's note.
ABSENCE OTHER THAN FOR ILLNESS
Requests for absence during the term time should be avoided, however in exceptional circumstances students may be given permission
by their Senior House Parent for approved absence from school or the Head of School in exceptional circumstances.
LATENESS
Students must attend on time to be given a mark for that session, unless the lateness is unavoidable. Students are expected to be
present at registration and at the start of each lesson.
ABSENCE DURING THE SCHOOL DAY
If a student becomes unwell during the school day they must report to the Senior House Parent on duty in school. Please note that,
unless clearly very unwell, a student should be kept in class and monitored by the teacher until the end of that class/session.

STUDENT ACADEMIC HONESTY
EF Academy is committed to a policy of academic honesty. This means that all candidates' work should be based on their own "individual
and original ideas with the ideas and work of others fully acknowledged".
Students need to understand the following terms:
• Malpractice - is considered to be behaviour which results in a candidate "gaining an unfair advantage in one or more assessment
component(s). Malpractice includes the following:
• Plagiarism -is the idea of taking someone else's intellectual effort and presenting it as one's own.
• Copying: taking work of another student, with or without his or her knowledge and submitting it as one's own.
• Exam cheating: communicating with another candidate in an exam, bringing unauthorized material into an exam room, or consulting
such material during an exam in order to gain an unfair advantage.
• Duplication: submitting work that is substantially the same for assessment in different courses without the consent of all teachers
involved.
• Falsifying data: creating or altering data which have not been collected in an appropriate way.
• Collusion - supporting malpractice by someone else e.g. by allowing one's work to be copied, duplication of work, presenting the same
work for different assessment components.
Prevention of Academic Dishonesty
The most effective prevention of Academic Dishonesty is through educating students as to the correct ways to recognise and
acknowledge the work of others and teaching students the skills necessary. To this end all teachers must be aware of correct procedures
for the recognition and acknowledge of sources and all students will be educated in the use of such.
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Teachers must not accept work which is not the candidate's own. Where there is any such concern teachers must raise the matter with
the Head of Faculty for internal assessments or, if an external assessment, via the HOF with the Assistant Head: Director of Teaching &
Learning.
STUDENT BEHAVIOUR
All students are expected to meet the expectations of the Student Code of Conduct as set out in the Student and parent Handbook.
Students are expected to
•
•
•
•
•
•

Act with common sense, courtesy and co-operation to all staff, students, host families, house parents and others.
Respect the fact that all students have a right to learn.
Behave at all times in a way conducive to learning.
Respect property, both their own, that of others and the school.
Contribute to the community through active participation and supporting others
Respect the law as well as their and others health and well-being.
Teachers are responsible for dealing with incidents of poor behaviour and truancy from their lesson in the first instance as per the
Behaviour and Sanctions grid available on the Sharepoint drive under Staff Policies and procedures. Where that behaviour or absence
from lesson becomes a consistent pattern or is of a serious nature then the Behaviour and Sanction grid also clearly indicates to whom
the teacher should take the matter.
**Please refer to the “Online School” learning guide for additional behavior management guidance for online learners.

REWARDS AND CONSEQUENCES
The Code of Conduct at EF Academy establishes the ways in which all members of the School community contribute to the positive
learning environment. Students are expected to attend school, be well motivated to learn and behave well.
Following discussions with staff and students, it was felt that we should be rewarding students more for "doing the right thing" and
celebrating their success. It is also felt that our approach to consequences in school needs to be consistent to avoid confusion over our
expectations of behaviour.
REWARDS
We believe that catching and praising students for positive behaviours, efforts and achievements is an essential role for every member of
the school community. The intrinsic ‘value’ of being praised is a key factor in developing self-confidence and the belief and resilience to
strive for further success. Therefore as a school we believe that any reward system which exists must in no way deter from the many
other ways in which we can make our students feel rightly proud of their efforts and achievements.
Our reward system uses E-Praise, which allows teachers to award points to students who have demonstrated noteworthy
achievements/efforts in:
Effective participation and classwork
Homework (consistency, effort, improvement)
Leadership and teamwork
Independent and reflective learning
CAS, enrichment & extra-curricular
Above and beyond
College spirit and respect
Other
These points are used in the following ways:
Students can collect them and achieve milestones which are rewarded in the form of certificates.
Students can trade in their points for ‘real’ prizes (for example ITunes vouchers).
All points count towards the house competition overall. There is also a cup for the house E-Praise winner at the end of the
academic year.
The best performing students in the school receive individual recognition in assemblies.
There is no limit to how many points a staff member can award, however awarding multiple points to students for one achievement is not
permitted. Staff are encouraged and trusted to use their common sense in rewarding students as and when they see fit.
The teacher login page can be accessed here: (https://epraise.co.uk/index.php?school=efacademy&login=staff)

SANCTIONS
As mentioned above, as a school we believe that positive reinforcement and praise are the best ways in which to foster the confidence
and commitment we need all our students to demonstrate. Our sanctions system is also designed with a positive mindset. We care
deeply for each of our students and that involves ensuring that high expectations are placed upon them at all times so that they are able
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to achieve their true potential. For example, we do not accept that allowing students to arrive late to lessons or to submit poor pieces of
homework without any subsequent consequence demonstrates the appropriate level of care and guidance which at times are needed.
The sanctions system is therefore designed to ensure that students are always treated with care and respect but also to make the school
a fair environment in which all can make strong progress through consistently enforced high expectations.
The school has 2 sanctions charts (for both lesson time and homework/independent study) which should both be displayed prominently in
every classroom. Each teacher will also be provided with 3 laminated squares (yellow, orange and red, to match the 3 levels of
sanctions) which should be stuck onto the whiteboard and used to write the names of students who are issued with these sanctions
during the lesson.
As with all sanction systems, whilst it is important that these are used consistently teachers are strongly encouraged to apply their
common sense in using these in their own classroom(s). It should be remembered that a key aim of these sanctions is that they help
the students to understand and take responsibility for their own actions and choices as well as giving us as a school an opportunity to
remind them how much we care about their progress and that of their peers.
All students will start with a clean record at the beginning of every school term.

ROLE OF THE TUTOR
FORM TUTOR
The Form Tutor is the foundation on which the school's pastoral system is built. The enthusiasm and commitment of the Tutor has a direct
influence on the attitudes and standards of their students. By taking an active interest in what their students do (e.g. supporting
productions, teams, discussing successes, hobbies) by setting high standards, strong guide lines insisting on compliance with school
policy and by giving a positive lead the Tutor will endeavour to establish an environment in which students want and feel able to achieve
as much as they can. The aims of the Form Tutor should also be to build a relationship of trust with a caring environment for their
students.
The Form Tutor will have a large influence on the ethos of the school. The standards of behaviour, dress and manners which they require
of their students determine how the school appears as a whole and how students relate to one another and the community at large. It is a
role which is instrumental in maintaining a happy and successful school.
PASTORAL ROLE
1)
•
•
•
•
2)
3)
4)
•
•

To meet regularly with students in their form, either singly or in groups, scheduled or unscheduled for the purpose of:
Monitoring the academic progress of their students by discussing progress indicators/weekly reports / reports with them.
Monitoring the social progress of their students
Ensuring that achievements and successes are noted in their Student Planners and that these are discussed with the students.
Encouraging students to assess themselves and their progress and to set themselves achievable goals both in and out of school.
Form Tutors will be responsible at Course Coordinators request for circulating and collecting information for special reports on their
students, when appropriate.
The tutor should actively encourage their students to participate in extra-curricular activities including clubs and weekend events.
By developing all these aspects of pastoral care the Form Tutor will be able:
To keep Course Coordinators regularly informed as to successes and potential areas of concern amongst their students.
To compile references or reports on individuals if requested to do so.
ADMINISTRATIVE ROLE

1)
2)
3)
4)

To maintain a register of attendance for the form group and to provide up-to-date information from it for the school.
To obtain, record and refer information regarding student absence.
To pass on information to students and to ensure the return of reply slips where appropriate.
To be present in the form rooms at the appropriate time and to ensure that all tutor times are purposeful.
THE UPPER SCHOOL TUTOR

1) The tutor should be actively involved in higher education applications. Current publications are available from Director of University
Guidance. Prospectuses are held in the LRC.
2) The tutor will play the most important role in writing references which may be needed throughout the UCAS and International Applications
process.

HEALTH AND SAFETY
DUTIES, SCHOOL VISITS
Teaching Staff will be responsible for completing a Generic Risk Assessment when organising a school visit. The Director of CoEF ACADEMY TORBAY – STAFF HANDBOOK
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Curricular will be able to provide further advice and guidance if required.
• Where applicable staff must refer to specific departmental risk assessments as in physical education, science and technology subjects,
for example.
• Staff are expected to consult the appropriate whole school documents regarding such issues as educational visits and arrangements for
fire drill.
• What follows below is a list of hazards which may be encountered during the execution of normal professional teaching duties and the
preventative measures which may be taken to minimise or avoid them.
HAZARDS

PREVENTATIVE MEASURES

Slips, trips and falls

Obstructions impeding clear, safe circulation around classrooms should be removed.
Emergency escape routes should be kept clear at all times.
Awareness of any other situations which may bring about a trip, slip or fall.

Lifting, Handling

Avoid moderate/heavy lifting or handling tasks wherever possible.
Seek assistance if the task is considered to be unmanageable for one person.
Request training if manual handling is a function of your job
Carry out a visual inspection of any electrical equipment before plugging in and switching on the mains supply.
Refer for electrical testing if the labelled test date exceeds 12 months
Report any fault or defect likely to cause harm, including poor lighting, inadequate ventilation, broken electrical
sockets, damaged furniture or fire hazard.

Electrical Equipment
Furnishings and fittings
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EVACUATION PROCEDURE
PERSON DISCOVERING FIRE should break glass of nearest alarm
On having the fire confirmed the School Site & Maintenance Manager or Head/SLT to ring 999. Outside of school hours this is the
responsibility of Kevin/Activities team or cleaners.
On hearing the fire alarm:
ALL PERSONS PROCEED TO ASSEMBLY POINT – Castle Road Park (exit school turning left onto Castle Road & the park is on the
opposite side of the street).
Leave the building by the nearest exit. Primary route indicated.
Walk in silence.
If evacuating from the Tower use the outside stairwell unless instructed otherwise. If the fire alarm has been triggered in the Tower then a
Fire Marshall will be on hand to guide you to exit via the Castle.
Should the alarm ring during Break or Lunchtime student should be instructed by staff to leave the building by the nearest safe fire exit
and proceed to the Assembly Point.
Staff should assist this process where possible without putting themselves at risk.
Under no circumstances should staff or students return to their form rooms or attempt to re-enter the building.
Students should turn left when exiting the school grounds and walk on the school side of the road until they are opposite the park where
members of staff will be there to help them cross the road safely.
Disabled students
Any member of staff who is with a disabled person (student or visitor) when the fire bell rings must remain with that individual until you
make contact with the relevant Fire Marshall. Together (with the assistance of other staff if necessary) you must then ensure the person
is assisted in ensuring they are able to exit the site safely.
Refuge Point Locations:
Castle—outside classroom 101 and by ladies toilets top floor
Tower—stairwells both sides of the building not the middle stairs
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NOMINATED FIRE MARSHALLS
FIRE WARDEN – Site & Maintenance Manager (Nathan Winstone)
FIRE MARSHALLS
Castle
Top Floor: Tim Hann
Middle Floor: Adrian Harrington
Ground Floor: Craig Duff & Debbie Chatterton
Tower
Top Floor: Gundel Bonfield & Nick Smith
Middle Floor: Mandy Meek & Dan Luly
Ground Floor: Wendy Daniels & Tricia Asquith
The following table is designed to assist all staff in ensuring they are clear of the expectations on them during an evacuation. Those staff
responsible for roles 1-6 will have been notified and briefed in advance. All other staff should refer to 7,8 & 9 below:
Evacuation Role
1. Fire Marshall(s)

Responsibility
Ensure all rooms in designated
areas (inc toilets) are clear.

2. LT Evacuation

Ensure all LT members of staff
(and students if necessary)
have left the site safely.

3. Catering
evacuation

Ensure all catering staff have
left the site safely.

4. Visitor
evacuation

Ensure all those who have
signed in to the visitors books
have left the site safely.

5. Staff evacuation

Ensure all Academy staff have
left the site safely and are in
the fire assembly area.

6. Student
evacuation

Ensure all students who are on
the school site have left safely
and are in the fire assembly
area.

7. Tutors (or HOFs
in tutor absence)

Before - Ensure all your tutees
know how to act and behave
during an evacuation (both on
the way to and at the assembly
point).
During - to ensure all your
tutees have left the site safely
and are accounted for in the
fire assembly area.

8. Senior House
Parent on Duty

SHPs – assisting the member
of staff checking student
attendance.

Actions
- Put on high visibility vest
- Check all rooms in designated corridor(s) are clear and ensure any
person present are quickly and quietly moving towards an exit.
- Report to Head or Director of Teaching and Learning in the Head’s
absence (at front of school) when completed.
- Walk to fire assembly point to register with staff member checking staff
attendance.
- Teachers & tutors then commence other roles (see below)
- Check all LT staff and students have left the site safely.
- Report to Head or Director of Teaching and Learning in the Head’s
absence (at front of school) when completed.
- Wait a safe distance from the school site until given all clear.
- Check all catering staff have left the site safely.
- Report to Head or Director of Teaching and Learning in the Head’s
absence (at front of school) when completed.
- Wait a safe distance from the school site until given all clear.
- Collect the visitor signing in/out book from reception.
- Wait immediately outside the school entrance to check out any visitors
who are evacuating the school. Instruct them to wait across the road
opposite the school.
- Report to Head or Director of Teaching and Learning in the Head’s
absence (at front of school) when completed.
- Walk to fire assembly point to register with staff member checking staff
attendance.
- Collect the staff signing in/out book from reception.
- Walk to the assembly point & register staff as they arrive.
- Report to Head or Director of Teaching and Learning in the Head’s
absence (at assembly area) when complete & all staff are accounted for.
- Collect the tutor group lists from reception.
- Walk to the assembly point & distribute these lists to tutors as they
arrive. HOFs will take the place of absent tutors from their faculty.
- Collect back in all tutor group lists which are complete (either all
students present or all present and missing students accounted for).
- Report to Head or or Director of Teaching and Learning in the Head’s
absence (at assembly area) when complete & all students are accounted
for.
- Complete Fire Marshall role if applicable.
- Walk to assembly point & register with staff member taking staff
attendance (5).
- Collect your tutor group register.
- Go to your designated area & ensure your tutees are lining up in the
correct order and in silence.
- Take the register, identifying clearly which students are present or
absent.
- If any students are absent report immediately to the SHP at the
entrance to the assembly point who will have a list of known absences.
Use this list to account for remaining students.
- If, after this check, students are still unaccounted for inform Head or
Director of Teaching and Learning in the Head’s absence immediately.
- When register is complete (all present or known absence) then take
completed register to the member of staff who gave it to you.
- Return to supervise your tutor group until further instructions.
SHP assisting student attendance must:
- Ensure you bring a list of all known student absences recorded at 9am
that morning & updated (by hand) during the day.
- Walk to assembly point & register with staff member taking staff
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SHPs – supervising student
exit from school site
(Please note if not all SHPs
are present assisting student
attendance takes priority).

9. All remaining
staff (not included
in 1-8).

Assist with safe & prompt
student evacuation.

attendance (5).
- 1st SHP to stand adjacent to the member of staff in charge of student
evacuation (6) and help tutors to account for missing students.
- 2nd SHP to stand adjacent to member of staff in charge of student
evacuation (6) and assist in checking off all completed and returned tutor
group lists (ie. those which show all tutees have been accounted for).
- Stand at the entrance to the school & ensure all students are leaving
the school quickly & quietly & are walking on pavement nearest to the
school towards assembly area.
- Challenge any students who are wearing headphones, on their phones,
talking etc.
- When all students have left the site walk to assembly point & register
with staff member taking staff attendance (5).
- Assist other staff as required.
- Assist students in crossing the road immediately opposite the assembly
area (please challenge any students who cross in other places).
- Challenge students who are wearing headphones, on their phones,
talking etc.
- Walk to assembly point & register with staff member taking staff
attendance (5).
- Once all students are in the assembly area please proactively assist
other colleagues or assist with walking around assembly area to ensure
student behaviour remains good.

The Head of School or Director of Teaching and Learning in the Head’s absence will, after checking with the Site & Maintenance
Manager, inform all staff & students when it is safe to return to the school site.
If the alarm is outside of main school hours Kevin Tyler & SLT on site will check the call location and call Emergency services and direct
them accordingly & will ensure the building is empty.
Club teachers to ensure all students are closely supervised & walked with you to the assembly point.

FIRST AID
FIRST AID EQUIPMENT
•
•
•
•
•
•
•
•
•
•

A standard first aid box will be kept in the following locations:
Main reception
Sick bay
Course Coordinators’ office
Kitchen/dining hall
Maintenance office (Nathan Winstone’s office)
Science office – Tower building
Prep classroom –Tower building
Art room – Tower building
Enrichment office
In all residences
Notices must be displayed prominently indicating where the first aid box is kept
The first aid box should never be in a locked drawer/cupboard

•
•
•
•
•
•
•
•
•

Each first aid box will include the following items:
A leaflet with general first aid advice
Sterile dressings
Sterile eye pads
Bandages
Safety pins
Swabs
Disposable gloves
Antiseptic wipes
Plasters
IT IS IMPORTANT THAT ANY PERSON ASSISTING AT AN ACCIDENT USES THE DISPOSABLE GLOVES THAT ARE PROVIDED.
ALL WASTE MUST BE PLACED IN A PLASTIC BAG BEFORE DISPOSAL. PPE EQUIPMENT MUST ALSO BE USED TO LIMIT THE
POSSIBILITY COVID-19 TRANSMISSION WHERE NEEDED IF PHYSICAL CONTACT NEEDS TO BE MADE TO ADMINISTER 1ST
AID.
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ORGANISING AN EDUCATIONAL VISIT
Staff wishing to plan and undertake an offsite visit should follow the procedures set out below and check the Educational Visits Policy
document on the Sharepoint Drive and on Globalnet.
Apply verbally to the Head of Co Curricular. for permission to plan the visit.
The first stage is to complete a Trips/Activities/Event approval form which must be submitted to the Head of Co-Curricular 1 month prior
to a trip and no later than 2 weeks.
Outline permission will be granted when all requirements have been considered — MOST IMPORTANT TO CHECK THE HEAD
REGARDING COVER AND OTHER CALENDAR IMPICATIONS before further planning as it is unlikely the trip will go ahead if cover is
going to be a problem.
Group leader can complete the planning, organisation and bookings for the visit. This may include going on an inspection visit
Once the trips is planned and ready all details must be included on a Trips/Activities/Events information form and sent via email to the
Head of Co-Curricular. This should be submitted at least 1 week prior to departure.
Group leader to inform parents of the details of the trip by letter to include cost* and itinerary etc. See sample letter in Educational Visits
(EVC) folder.
The letter, if appropriate, should include: "the number of places are normally allocated in order of application, please note the school
reserves the right to determine the final composition of the party. The school also reserves the right to exclude (without recompense) any
student whose behaviour gives cause for concern between now and the date of the visit." Separate parental permission should be sought
for all, high risk, residential or international trips in addition to initial permission during the admission process for more routine trips.
Obtain relevant parental consent and completed medical details.
Hand out school's code of conduct and get a signed and dated reply slip from parents/students
Complete a COVER SHEET (see EVC folder) to include party details, emergency contact details.
Submit to EV Coordinator (include itinerary, copies of consent/medical if overnight stay
Risk assessments must be included — there are a number of examples that may be useful in the EV folder. These should also
incorporate strategies and control measures to limit any possible transmission of COVID-19.
A copy of the completed register of students in attendance must be left at the schools reception before leaving the site. The trip
leader must sign out with a member of staff on reception and sign the group back in again on return if during the School day.
Upon return, report any "incidents/accidents/near misses/close calls" using the incident report and hand a copy to the Head and EV
coordinator.
Please notify office staff of the date of the trip planned and amounts to be collected.

SCHOOL PURCHASING AND FINANCIAL REGULATIONS

1)
2)
3)
4)
5)

The school has many systems for processing and recording financial transactions. These extend from petty cash to purchasing, through
payroll and contracting services to income collection systems.
Only Budget Holders or those with the Budget Holder's written authorisation are permitted to buy/order on behalf of the school. A
purchase order must be raised before a purchase is made.
Obtain a receipt for all cash transactions (the receipt must not include private purchases).
All rail/bus/similar travel and subsistence claims must be supported by a receipt. Without a receipt costs cannot be reimbursed.
There are rules/limits for training/subsistence claims and these are printed on the appropriate forms.
Private purchases for goods or services must not be passed through the school's accounts.

ABSENCE FROM WORK
SPECIAL LEAVE POLICY
STATEMENT OF INTENT
EF Academy recognises the importance of consistency, openness and equality in responding to requests from staff for special leave of
absence for family and personal reasons.
This policy recognises:
• the statutory entitlement to unpaid time off to attend to urgent matters related to dependents
• best practice which seeks to maintain good working relationships between staff and management
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• the operational needs of the School
It is intended that this policy will provide a clear and workable framework to enable requests for leave of absence for staff working in
Schools to be reasonably and fairly handled. This policy recognises that the operational needs of the School are a priority and there may
be times when the Head of School has to refuse a request for leave.
It should be noted that there might be occasions when circumstances arise not identified in this policy. In such circumstances the decision
regarding leave of absence remains within the discretion of the Head of School.

TIME OFF FOR DEPENDANTS
EF Academy provides all employees with the right to take reasonable unpaid time off to deal with certain unexpected or sudden
emergencies relating to dependants. Staff taking time off under this right are requested to notify the Head of School of their absence on
the day they take time off and if possible to give notification in advance.
•
•
•
•
•
•
•

Circumstances when an employee may take time off are:
If a dependant falls ill, or has been injured or assaulted
When a dependant is having a baby
To make longer term care arrangements for a dependant who is ill or injured
To deal with a death of a dependant
To deal with unexpected
disruption or breakdown of care arrangements for a dependant
To deal with an incident involving the employee's child during EF Academy hours
COMPASSIONATE LEAVE

•
•
•
•

Paid compassionate leave is granted in the following circumstances:
Sudden, serious illness of near relative, spouse, partner or child — up to 5 days paid leave.
Death of a near relative, spouse, partner or child — up to 5 days paid leave
Funeral of a near relative, spouse, partner or child — 1 day of paid leave. Employees wishing to attend the funeral of other relatives,
friends or colleagues may take unpaid leave.
SICK CHILDREN
It is recognised that it can be difficult for working parents to respond to the need to care for sick children. Staff have a statutory right to
unpaid time off to make arrangements for the care of a dependent child.
LEAVE TO ATTEND SIGNIFICANT EVENTS
EF Academy recognises that from time to time staff may have the opportunity to attend a significant social event during term time. For
example, the graduation ceremony for a son or daughter or the wedding of a close family member. Staff do not have a leave allowance
which can be taken during term time. This policy enables staff to take exceptional unpaid leave in order to attend a significant social
event.
RELIGIOUS FESTIVALS
Staff who wish to attend significant religious festivals which fall during School term time may take unpaid leave to attend the festival.
Requests for such unpaid leave must be made to the Head of School in advance of the event.
INTERVIEWS
All staff may take reasonable paid leave to attend selection interviews for jobs. Requests to take leave to attend an interview must be
made to the Head of School in advance of the event.
EXAMINATION DUTIES
Teaching staff undertaking professional duties in connection with external examinations may take leave with the prior agreement of the
Head of School up to a limit of 3 days. Whether this is paid or unpaid leave will depend on the nature of the duty.
JURY SERVICE
Employees may take leave to undertake jury service. They are required to claim the allowance for loss of earnings from the Court and an
equivalent amount will be deducted from the employee's salary.
MEDICAL AND DENTAL APPOINTMENTS
Employees are encouraged to make appointments outside normal working hours wherever possible. Staff attending such appointments
must seek the permission of the Head of School before attending. The Head of School may request to see appointment cards.
TIME OFF TO ATTEND ANTE-NATAL APPOINTMENTS
The Maternity Regulations provide the right for all women to take paid time off to attend antenatal care.
Female staff must produce evidence of appointments if requested to do so by the Head of School.

APPRAISAL AND CAPABILITY PROCEDURES
The appraisal period will normally be twelve months. However, there are some occasions when it will become evident that an employee is
experiencing difficulty and it is important that they receive appropriate support as early as possible.
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In the event that the performance of an employee is causing concern, the line manager should meet with them to discuss his/her
performance. Any deficiencies should be pointed out at this stage and put in writing, together with the action required for improvement.
Any reasonable training requirements identified and agreed, or other action, must be followed up by the line manager. Where it is evident
that the employee's performance has not met the School's standards even after support mechanisms have been put in place, then SLT
would proceed as per the Appraisal and Capability policy.
GRIEVANCE PROCEDURE
The purpose of the grievance procedure is to help and encourage employees to raise any grievance relating to their employment and to
have it dealt with as effectively as possible. This procedure applies to all employees. The aim is to ensure consistent and fair treatment
for all.
You may use this procedure to deal with any matter relating to your employment, such as your terms and conditions, health and safety
issues, relationships at work, new working practices, organisational change and fair treatment. In addition, if you have any concerns
about workplace practices or if you have any suspicions relating to criminal acts or miscarriages of justices, you should raise them
through this procedure.
Please refer to the Grievance Policy available on the Sharepoint drive under Staff Policies and Procedures for full guidelines.
DISMISSAL AND DISCIPLINARY PROCEDURE
EF requires good standards of discipline from its employees, together with satisfactory standards of performance. The purpose of the
disciplinary procedure is to ensure that any concerns over employees' conduct or performance are handled in a fair, consistent and timely
manner, with the intention of bringing about an improvement, and to protect the proper operation of EF's business and the health and
safety of its employees.
Please refer to the Appraisal and Capability Policy and Disciplinary and Dismissal procedures on the G Drive under Staff Policies and
Procedures.

PROCEDURE FOR RAISNG CONCERNS ABOUT CHILDREN IN RELATION TO
SAFEGUARDING.
What to do if you’re worried a child is being abused….
Don’t sit on your concerns! Remember you have a statutory duty to share those concerns.
1. Speak to Rob Tasker the designated safeguarding lead (DSL) or Deputy DSL deputies in the DLS’s absence in confidence/with
anonymity if you wish or complete a safeguarding referral form and give/send to DSL within 1 hour.
• You will be advised of any action you need to take yourself, for example, keeping records.
• Information about safeguarding procedures will be on a need to know basis, in order to protect confidentiality.
2. The DSL will decide how to proceed. This is likely to be to:
• maintain informal observation to monitor the situation or
• begin written records of observations/conversations.
3. The matter should be kept strictly confidential from those persons who do not have any involvement in the matter. Records should be
kept centrally in one place with the DSL and not duplicated.
4. Dialogue with Social Services by the DSL is the next step, either at informal or formal referral level. There may be occasions where
informal advice is sought which leads to Social Services insisting on a formal referral.

•
•
•
•
•
•
•
•
•

Notes on Record Keeping
Records should be made at the time of the incident/observation and not less than 24 hours afterwards.
Records must be dated, timed and signed.
They must be accurate.
They must be factual and descriptive (who said/did what?).
They must not make assumptions.
It may be OK to state an opinion in some instances, but this must go with information that forms the basis of the opinion.
The source of information should be stated. Hearsay is permissible if it is recorded as such.
The intended action should be stated, however minimal.
It should be stated if the information was shared with anyone.
At all times the confidential nature of the concerns are paramount
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THIS SPACE IS FOR YOU
You can use this space as you wish, to take notes, write down questions you may want to ask, etc.
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