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1. PROFESSIONAL DEVELOPMENT  POLICY   

 

Introduction 
Professional Development is seen as essential for the management of quality 

teaching, performances and outcomes in the academy.  This in turn requires there 

to be a quality policy and programme of Professional Development opportunities 

for teaching and associate staff.  The development of the academy and the 

development of its staff are interrelated and mutually dependent. 

 

Professional Development is taken to cover all activities the academy may 

consider will support and enhance the capabilities of staff and the development of 

the academy.  Such activities may include: 

 specific training through course 

 working groups 

 delegation of responsibilities 

 action research projects 

 work placements 

 shadowing 

 classroom support 

 formal and informal discussions with colleagues. 

 

Entitlement  
The Professional Development policy will apply to all staff, whether full or part 

time, job sharing, teaching or non teaching.  Equally, all staff are required to 

undertake training and support as part of their Professional Development. 

 

1. Aims and Rationale 

1.1 The aim of the Professional Development policy is to provide an 

ongoing programme of support activities which: 

 improves and strengthens the performance of the academy as 

outlined in its academy action plan 

 enables the academy to respond to future demands 

 takes into account the changing development needs of staff 

 assists staff in the performance of their present job 

 enhances the prospects of staff career development 

 allows for accreditation of Professional Development wherever 

possible 

 

1.2 The fundamental purposes for Professional Development at Haven 

High Academy are: 

 to help staff feel valued in the work that they do 

 to enable staff to do their job well so that they receive the 

positive feedback essential for job satisfaction and motivation 

 to help staff to anticipate and prepare for changes in their work 
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 to encourage staff to derive excitement and satisfaction from 

their involvement in change 

 to help them feel willing and competent to contribute 

constructively to the development of the academy 

 

2. Implementation 

2.1 It will be the responsibility of the Assistant Headteacher 

(Professional Development) to devise and manage a 

comprehensive programme of professional development for all 

staff and to ensure that such a programme is an adequate resource 

for the academy’s development. 

 

2.2 The identification of needs and the priorities for professional 

development activities will involve all members of staff and will 

include opportunities for consultation within curriculum and 

pastoral areas to consider their own needs analysis, recommend 

priorities and nominate staff to undertake development activities. 

 

2.3 The programme of Professional Development activities agreed by 

the academy will be closely linked to 

 the ongoing review and target setting in the academy action 

plan 

 the target and action points arising from appraisal 

 the academy’s Policy for Professional Development 

 

2.4 Each member of staff, whether teaching or associate has an 

entitlement to development and access to support activities.  

  

2.5 Where a member of staff wishes to apply for a course, there will 

need to be: 

 agreement from the Line Manager, whose responsibility it will 

be to ensure that the course is in line with Faculty Action Plan, 

Academy Action Plan or Appraisal targets for the individual 

 a form should be completed and given to the Assistant Head 

(PD) 

 the form should make clear the purpose of the course and 

relationship to the ADP, Faculty Action Plan or Appraisal 

targets 

 generally speaking, only one member of staff will attend a 

particular course 

 

2.6 Where a member of staff attends a training course, there will be: 

 a verbal and written report given to other members of staff 

working in that area, including outline plans of how this 

activity could be developed within the working area. This can 
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be  achieved by inclusion of Professional Development as a 

regular item on meeting agendas. 

 a written evaluation giving brief details of course content, the 

benefits of INSET to the academy, self or faculty and a plan of 

action resulting from the training. 

 

2.7 All staff will be involved in the regular and systematic monitoring 

and evaluation of Professional Development activities at an 

individual, group and whole academy level (see Section 4). 

 

3. Programme of activities 
3.1 As referred to in the introduction, a programme of professional 

development activities will include attendance on specific skills or 

curricular/pastoral  based courses, involvement in working parties 

or advisory groups, being delegated tasks or responsibilities, 

involvement in work placements or shadowing schemes, creation 

of curriculum materials, action research projects and assisting with 

classroom support  activities. 

 

3.2 The programme of activities should stem primarily from the 

academy review process and the identification of targets in the 

Academy Action Plan.  However, it is important that the  

Professional Development programme includes those activities 

which address: 

 whole academy issues and targets 

 curriculum and pastoral needs 

 individual teacher needs as identified through Appraisal 

 

3.3 Opportunities for staff to attend courses outside of normal 

contractual hours (ie during academy half terms and holidays) will 

be made available.  Where staff  have a commitment to such 

courses consideration will be given to an additional financial 

allowance, subject to the CPD budget available.  

 

3.4 Costs associated with attendance on agreed professional 

development activities will be funded by the academy’s budget . 

 

3.5 Staff attending courses will be expected to support other members 

through report, feedback and follow-up activities within that 

working area as given above in 2.6 

 

3.6 Opportunities for Professional Development will be made 

available to all members of staff.  Professional Development will 

reflect the targets identified in 3.2 
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3.7 The  programme of Professional Development will need to allow 

for flexibility, with scope to respond to unforeseen needs. 

 

3.8 The programme for Professional Development will seek to ensure 

a proper balance between maximum professional opportunities for 

staff and maximum educational access for students at the 

academy. 

 

4. Monitoring and Evaluation 
4.1 The academy will work towards a comprehensive programme of 

 monitoring Professional Development activities. 

 

4.2 Monitoring and evaluation will include regular activities to assess 

the success of the Professional Development programme and to 

assist the identification and development of future programmes.  

The processes of monitoring and evaluation will be designed to: 

 encourage every member of staff to reflect on their work 

 promote the informal sharing of ideas 

 establish the regular and formal review of working teams 

 

4.3 Monitoring of activities will provide the information on which to 

base judgements on the efficiency and effectiveness (the 

evaluation) of the Professional Development programme.  Such 

monitoring will be provided through one or more of the following: 

 questionnaires including self evaluation sheets 

 written reports 

 verbal reports 

 structured formal discussions with senior staff 

 informal discussions with individual staff 

 observations by staff of classroom outcomes 

 

4.4 To evaluate the implementation of the programme, criteria may 

 include some of the following: 

 clear setting of targets for the identified priorities 

 timescale for achieving targets 

 consultation and involvement of staff in target setting 

 type/range of information collected in the monitoring process 

 procedures for consultation and involvement 

 barriers to implementation of the programme 

 steps to be taken to overcome barriers 

 

4.5 To evaluate the impact of the programme, a further set of criteria 

may be applied, to include some of the following: 

 the achievement/non achievement of targets 

 factors hindering or helping achievement of targets 



September 2015 Page 6 
 

 increases in the level of activities and support 

 establishment or improvement in communication links 

 sustained and significant achievement of previously identified 

needs 

 changes in teaching/managerial/administrative practices 

 impact on student performance/achievement 

 variation in actual and unforeseen outcomes 

 benefits/difficulties generated by unforeseen outcomes 

 

5. Development 
The academy will explore other models for selection of CPD Courses (as per 3.2) 

by staff.  The main concern is to introduce objectivity into the process as well as 

ensuring that the Professional Development programme reflects the needs 

identified in the Academy Action Plan, Faculty Action Plans and Appraisal 

Targets. 

 

Conclusion 
This policy for Professional Development seeks to establish an open, supportive 

framework to enable staff to participate in the academy’s continuous 

improvement and development through the enhancement and progression of their 

own skills. 

 

2. LEAD TEACHING PROFESSIONAL  

Haven High Academy currently has 1 Lead Teaching Professional who has a 

major input into the professional development of academy staff.  

 

The main focus of this teacher is to spread good practice and to support staff. 

This is achieved through a programme of activities which may include  

 

 observing lessons and giving constructive feedback  

 supporting and mentoring new staff, including newly qualified teachers 

and those on the Graduate Teacher Programme 

 contributing to the in-house programme of staff development 

 providing staff  and trainee teachers with opportunities to observe their 

lessons  

 contributing to academy initiatives to raise achievement. 

 

The LTPis responsible to the Deputy Head Teaching and Learning. 

 

3 INDUCTION OF NEW STAFF POLICY 

Introduction 
The support and guidance given to new teaching staff, including Newly Qualified 

Teachers (NQT), established staff undertaking new roles and those on the 

Graduate Teacher Programme (GTP), contributes to maintaining the quality of 

service to the students. 
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Rationale 
The academy’s mentor system which gives experienced staff the opportunity to 

assist NQT and GTPs, creates the foundation for their future professional 

development, builds confidence and helps to ensure that the most effective 

teaching and learning situations are given to our students. 

 

This policy outlines how new staff are introduced to the life of our academy and 

includes details of the management of the mentor system for NQT and GTPs.  

The implementation of this policy is the responsibility of all members of staff, but 

particularly the Lead Teaching Professionals and Assistant Headteacher 

(Professional Development). 

 

The induction programme 
The care, information and welcome given to new staff is planned to assist with: 

 ensuring a warm social and professional introduction to the life and 

routines of the academy. 

 giving the NQT and GTP an understanding of the commitment and 

challenges of the teaching profession. 

 professional development of all new teachers establishing dialogue 

and liaison. 

 understanding the partnerships within which the academy works  

 the urgent addressing of queries and problems, providing access to 

curriculum information and schemes of work. 

 ensuring that the published aims of the academy and policies are 

accessible and understood. 

 ensuring that the unique experience and skills which the new teacher 

has brought to the academy are valued. 

 ensuring enjoyment, enthusiasm and personal flair are promoted and 

praised. 

 

Entitlement 
The academy will be responsible for providing a comprehensive induction 

programme that will meet the needs of all new staff and maximise the potential of 

each NQT and GTP. 

 

Implementation 

(a) The role of the mentor for NQTs and GTPs 

The Assistant Headteacher (PD) is responsible for planning and facilitating the 

Induction Programme. They will work in partnership with the NQT and GTP 

trainee and will identify competences, targets and support for each term in their 

first year.  

 

An Action Plan for the second year will provide the link into the academy’s 

appraisal system. 
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It is important to: 

 build a climate of openness, honesty and trust 

 be open minded and self reflective 

 articulate an understanding of his/her own practice of the  

 academy policies. 

 demonstrate the following skills and qualities: 

- sensitivity   - enabling 

- approachability  - availability 

- responsiveness  - empathy 

- effective listening  - supportiveness 

- openness   - good communication 

 

An Induction Programme will be made available to subject/academy mentors 

when required. 

 

Following consultation, this programme may be modified for other teachers new 

to the academy.  A new teacher’s previous experience will clearly make it 

necessary to identify the most appropriate programme on an individual basis. It is 

important however that a member of staff is involved in helping each new teacher 

to identify targets for each term and to discuss areas for professional 

development. 

 

4. EQUAL OPPORTUNITIES 

The following is a brief outline, please refer to the Public Sector Equality Duty 

Policy and Accessibility Plan for more detail.  All the policies can be found on 

the website. A hard copy of policies can be found in the staffrooms, the admin 

offices or with  Ellie Hextall, Kimberley Albelda, Joao Amaral, Simon Jay, or 

Sally Wharff on Marian Campus or with Carolyn Sumner on Tollfield Campus. 

 

At Haven High Academy we strive to ensure equality of opportunity for all staff 

and students regardless of ability, gender, race, religion as well as racial, ethnic, 

national or social origins within an environment that is free from harassment and 

intimidation.  

 

The Public Sector Equality Duty Policy and the Accessibility Plan should be 

considered in conjunction with other academy Policies which impinge on issues 

relating to equality of opportunity and access to the academy’s educational 

provision 

 

 

 

 

 

 



September 2015 Page 9 
 

5. STAFF CONDUCT  

This outline of good practice and the ways to good order is designed to assist 

staff.  It is useful to share these ideas with students. 

 

Acceptable standards of behaviour, work and respect depend on the example of 

all.  All have positive contributions to make. 

 

Good order has to be worked for - it does not simply happen: 

 set and expect high standards 

 apply the code of conduct firmly, fairly and consistently 

 

Most important of all - expect to give and to receive respect. 

Everyone at the academy is here for a purpose: 

 respect every person 

 treat everyone as an individual 

 

Positive relationships between everyone and at every level are essential.  Please 

take the initiative to: 

 greet and be greeted 

 speak and be spoken to 

 smile and relate 

 communicate 

 

‘Problems’ are normal and to be expected where children are learning and testing 

the boundaries of acceptable behaviour.  To acknowledge ‘problems’ is a route to 

progress rather than a sign of weakness. 

 

Our success is tested not by the absence of problems but by the way in which we 

deal with them. 

 

Do not react, address the problem and: 

 avoid confrontation 

 listen 

 establish the facts 

 judge only when certain 

 use punishment sparingly    

 * NB the use of corporal punishment is illegal 

 

Please remember that all informal contact contributes to standards of behaviour.  

Control that behaviour by taking the initiative at every opportunity.  Expect to: 

 start the dialogue 

 greet students 

 deal with all misbehaviour- to ignore is to condone! 

 set high standards of speech, manner and dress 

 enjoy relating to students 



September 2015 Page 10 
 

 recognise and use skills of  students to the benefit of the academy 

community. 

 

6. CLASSROOM EXPECTATIONS OF STAFF   

It is vital that we all create and sustain a positive, supportive and secure 

environment.  Well prepared, stimulating lessons generate good behaviour and 

earn respect.   

 

Staff are therefore expected to: 

 arrive before the class and begin on time 

 greet the students 

 be well prepared for the lesson 

 explain learning objectives to students at the start of each lesson 

and reflect back on these with students at the end of the lesson 

 explain and rehearse standards of good behaviour for different 

activities 

 keep everyone busy and interested 

 extend and motivate all students 

 make good use of modern technology and equipment 

 mark all work promptly and constructively according to academy 

policy 

 set homework according to the schedule 

 encourage creative dialogue and confidence in discussion 

 dismiss the students in an orderly fashion  

 keep an attractive, clean and tidy room 

 maintain interesting wall displays 

 use first names 

 

The following approaches do not result in any positive response: 

 humiliating   - it breeds resentment 

 shouting   - they may shout back 

 over-reacting   - the problems will grow 

 blanket punishments  - the innocent will resent them 

 over-punishment  - it breeds resentment 

 sarcasm   - it can damage 

 

More helpful and useful approaches are to: 

 use humour   - it builds bridges 
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 keep calm   - it reduces tensions 

 listen    - it earns respect 

 be positive and build relationships 

 know your students as individuals 

 carry out any sanctions imposed 

 resolve problems and rebuild relationships in a positive manner 

 be consistent 

 

7.  STAFF DRESS CODE 

   

This dress code is to guide all staff in ensuring we: 

 

 Convey a professional, businesslike and efficient image of each academy 

within the Boston Witham Academies Federation to students, 

parents/carers and the community 

 Set an example to students 

 

1. The federation recognises the diversity of cultures, religions and 

disabilities of its employees and will take a sensitive approach.  

 

2. All staff working with students are supplied with a Boston Witham 

Academies Federation identity security badge that must be worn and 

visible at all times. 

 

3. The following standards for staff based in the classroom or offices have 

been reached by consensus through consultation across the federation: 

 

 Men will wear smart trousers with a shirt and tie 

 Women will wear a dress or skirt that is at least knee length or a smart 

pair of trousers, with a smart top 

 Midriffs should not be exposed nor should tops be low cut 

 Jumpers and cardigans for all will be smart 

 Footwear should be smart and practical – no trainers 

 Facial jewellery should be avoided and tattoos not visible 

 

4. Where teaching or site management staff wear a uniform this will carry 

the logo of the relevant academy 

 

5. For canteen staff, the federation will provide the following: 

 

 Hat 

 Trousers 

 T-Shirt or Chef jacket 
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 Apron or Tabard or Chef Apron 

 

Catering staff are to provide their own footwear which must be a non-slip, 

full shoe or Chef Clog. 

For Hygiene and Heath & Safety reasons, no jewellery can be worn other 

than a plain wedding band and a pair of plain small stud earrings (i.e. no 

inserts or stones).  

 

For Technicians, the academy will provide: 

 White lab coat 

 

8. LEAVING THE PREMISES  

If staff need to leave the academy during the working day or during lunchtime, 

they must inform the Front Office (Marian campus), Student Services Office 

(Tollfield campus) before they leave and immediately on their return. This is 

essential to comply with Health and Safety requirements. 

 

9. CONFISCATION POLICY  

There are certain items that students may have on their person or in their 

possession, that staff are asked to confiscate when seen, such as: 
 

 Jewellery, other than what is allowed 

 Mobile Phones  

 iPods or their equivalent 

 

These items should be placed in an envelope, or secured with paper, with the 

student’s name attached, and handed immediately to the Student Services Offices. 

These items can be collected after 3.30 pm. 

 

In the event of a confiscated item not being handed in to the Student Services 

Offices and being subsequently lost, then the responsibility of replacing the item 

will be that of the member of staff who confiscated it. 

Other items that students may have on their person, or in their possession, that 

staff are asked to confiscate when seen, are: 

 cigarettes (including e-cigarettes) 

 lighters 

 alcohol 

 any dangerous item such as a knife 

 any suspected drugs 

 

These items when confiscated should be handed to the Year Head. Cigarettes, e-

cigarettes, lighters and alcohol will not be returned to the student, they will be 

destroyed. 

 

In the case of dangerous or illegal items being confiscated the police will be 

informed and asked for advice. Parents/carers will be informed of the action 
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taken and the confiscated item will be stored securely and depending on police 

advice either destroyed, taken away by the police or returned to the 

parents/carers.  

 

10. PAY POLICY  

The following is a brief outline, please refer to the full Pay Policy for more detail. 
All the policies can be found on the website. A hard copy of policies can be found 

in the staffrooms, the admin offices or with Ellie Hextall, Kimberley Albelda, 

Joao Amaral, Simon Jay, or Sally Wharff. 

 

Introduction 

The Board of Directors of the Boston Witham Academies Federation aims to 

provide an environment in which all individuals are valued and which 

demonstrates the importance of a caring and secure academy community. The 

Board of Directors will seek to ensure that teaching and associate staff are valued 

and receive proper recognition for their work and contribution to academy life. 

 

Aims of the Pay Policy: 

 to maintain and improve the quality of education provided for all 

students in the academy by having a Whole Academy Pay Policy 

that supports the Academy’s Action Plan 

 to have a staffing structure related to the Academy’s Action Plan 

 to maximize the quality of teaching and learning 

 to support the recruitment and retention of a high quality teacher 

workforce 

 to show all staff that the Board of Directors is  managing its Pay 

Policy in a fair, just and transparent way. 

 

Pay decisions of the Boston Witham Academies Federation are made by the 

Board of Directors. 

 

Equal Opportunities: 

The Governing Body seeks to provide equal opportunities for all staff, in 

particular in matters relating to gender, sexuality, race, disablement and age. 

 

Vacant Posts: 

Full information relating to vacant posts, allocation of TLRs, temporary and 

acting posts will be made available to all staff. 

 

Job Descriptions: 

Job descriptions will be provided for all staff, who will be consulted over their 

content. This will take place when they are first drawn up and at the time of the 

Annual Review. Contracts of Employment and letters of appointment will be 

provided. 
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Job Relativity: 

The Board of Directors will ensure that there is proper pay relativity between jobs 

within the academy 

 

Records: 

Staff may have access to their pay record at any time. Records will be 

confidential. 

 

Grievance: 

If a member of staff has a grievance relating to his/her pay, he/she should follow 

the agreed grievance procedure policy. 

 

Parity with Other Schools: 

The Board of Directors will be sensitive to the effects of its Pay Policy in 

comparison with those of comparable local schools. 

 

Associate Staff: 

For matters relating to the pay and conditions service for support staff, the Board 

of Directors will follow the nationally agreed guidance in the National 

Agreement on Pay and Conditions of Service for Local Government Services and 

in the Local Conditions of Service adopted by the County Council. 

 

Teaching Staff: 

The policy sets out the framework for making decisions on teachers’ pay. It has 

been developed to comply with current legislation and the requirements of the 

School Teachers’ Pay and Conditions Document. 

 

11. ROLE OF THE FORM TUTOR  

At Haven High Academy the role of the Form Tutor is carried out mainly by 

Associate Staff, GTPs and NQTs. 

 

To help them with their role, all tutors are issued with a Form Tutor pack, which 

includes all the necessary information for the day-to-day management of a Form 

Group. A diary is also included in this pack. 

 

The role of Form Tutor is a most responsible one and encompasses pastoral 

oversight. The Form Tutor should be the first person to whom a student will turn 

for help or advice, although it may sometimes be necessary to refer the matter to 

the Year Head, Head of Faculty or any other relevant senior member of staff.   

 

The main functions are: 

a. Registration and routine business. 

The Form Tutor is responsible for the accurate daily marking of the 

register, completion of Haven Pathways and for seeing that all 

information is up to date. Other returns of a routine nature should be dealt 
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with as required, together with the distribution of information to parents.  

Behaviour of students during registration is extremely important in setting 

the right tone for the subsequent teaching session. Students are expected 

to be seated at their desks, facing the front, with their coats off. The Form 

Tutor should take the register calling students by their first names, whilst 

the Form should be attentive and quiet.  

 

Registration is also a time which should be used to introduce the 

“Thought for the Day” and to encourage students to focus on achievement 

in the lessons ahead. The registration time should be used for a variety of 

purposes including the weekly focus. Registration period also provides the 

initial opportunity for checking that students are in full, correct uniform 

and adhering to academy rules in respect of jewellery.  Non compliance 

should be referred to the Head of Year. 

b. Attendance 

Form Tutors should actively promote and support the good attendance of 

students in their Form. All absences must be accounted for by notes. 

Punctual attendance at the academy at the start of each day and for each 

lesson should be emphasised. Form Tutors are expected to monitor and 

check that students who arrive to the academy or their lessons late, make 

up the time accumulated during the course of the week, according to 

reports issued through Facility. 

c. Reports and Records   
Any information of a confidential nature should be referred to the Head of 

Year, the Lead Behavior Professional, the Deputy Head Pastoral Support 

or the Head of Academy. The Form Tutor is expected to comment on 

reports and to cover aspects of achievement and personality which are not 

covered by academic reports. 

d. References and special reports.   
Form Tutors may be expected to prepare, in consultation with colleagues, 

initial drafts for references, testimonials, reports to outside agencies and 

the like, as required - Form Tutors may wish to confer with the Head of 

Year. 

e. Personal appearance and conduct.   

Form Tutors should monitor the personal appearance and behaviour of 

their charges and insist on a reasonable standard in line with the published 

code and uniform of the academy. 

f. Student planners.   

Form Tutors should check and initial Planners where relevant to the year 

group . 

g. Assemblies.   

Form Tutors are expected to attend Assemblies with their Form and to 

supervise their movement to and from the place of Assembly and ensure 

their Form’s good conduct during Assembly.  

h. Pastoral Year Meetings.   

In accordance with the calendar of meetings, Form Tutors are expected to 
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attend meetings chaired by the Lead Behaviour Professional or Year 

Head. 

i. Relations with parents.   

Whenever possible, Form Tutors will be involved when parents visit the 

academy. Form Tutors are encouraged to foster good home-academy 

relationships but are advised not to undertake home visits or phonecalls 

without prior reference to the Year Head. 

j. Code of Conduct.   
Form Tutors are required to monitor and record the system of rewards and 

sanctions through the academy’s Code of Conduct and pass such records 

to the Year Head on a weekly basis. Students removed from a lesson 

through the Code of Conduct should be placed on Form Tutor report. 
 
12. LEAVE OF ABSENCE 

All requests for leave of absence should be made to the Executive Headteacher. 
 

It is important that each academy has a full complement of staff.  However, 

illness is unavoidable.  When staff are ill they should inform the academy as soon 

as possible following the guidelines as specified in the Staff Handbook 

Supplement. 

All staff will have a “Return to Work” interview on their return after an absence.  

All absences will be recorded.  If a member of staff is persistently absent through 

illness, they may be referred. 

 

All other leave of absence is classed as discretionary and will be unpaid.  

However, at the discretion of the Executive Headteacher, up to a maximum of 3 

days in a rolling year and on 3 separate occasions, payment may be made.  Any 

further days will be unpaid. 

 

Discretionary is classified as for example: 

 

 If a return from a holiday is delayed. 

 Time off for funeral of immediate family member.   

 Time off for the wedding of an immediate family member.  

 Graduation ceremonies for son/daughter.   

 Emergency dental appointments only. 

 Attending the hospital with a partner, spouse or children. 

 House move 

 Time off attending a dependant’s needs – for example illness of child. (1 

day in a rolling year) 

 In the case of serious illness of a child/close relative the county policy 

will be adhered to. 

 

Staff attending interviews will be paid and this will not count towards the 3 day 

maximum. 
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Staff requesting time off for compassionate reasons will be at the discretion 

of the Executive Headteacher, who will agree the number of days with or 

without pay. 

(Immediate family member: Spouse or Civil Partner, Son, Daughter, Mother, 

Father, Sibling, and Grandparents) 

 

13. ABSENCE OF STAFF  

The following is a brief outline, please refer to the following policies the Leave of 

Absence Policy, the Rarely Used Cover Policy and the Sickness Absence 

Management Policy for more detail.  All the policies can be found on the website. 

A hard copy of policies can be found in the staffrooms, the admin offices or with  

Ellie Hextall, Kimberley Albelda, Joao Amaral, Simon Jay, or Sally Wharff on 

Marian Campus or Carolyn Sumner on Tollfield. 

 

Notification of absence should be made to the Sally Wharff as early as possible 

on her office number after 7.45am (see Staff Handbook Supplement or Policy 

Folder for details), explaining the reason for absence. Where a member of staff is 

absent, cover supervisors, then staff with FTS (Floating Teacher Support) on their 

timetable, will be required to cover for the first five days of absence. For INSET 

related absence where there is a budget for cover, supply teachers will be used.   

It is important that the dates for all known absences, for example for trips and 

INSET, are put in the diary at least 3 months in advance.  Meetings and non-

urgent medical appointments should be made for after academy hours. 

 

14. PARKING  

Car parking is available at the academy. The academy will not accept any 

responsibility for any damage caused to vehicles parked in the car park. 

 

15. DEALING WITH VIOLENCE AT WORK    

The following is a brief outline, please refer to the full policy for more detail. 

All the policies can be found on the website. A hard copy of policies can be found 

in the staffrooms, the admin offices or with  Ellie Hextall, Kimberley Albelda, 

Joao Amaral, Simon Jay, or Sally Wharff . 

 

Definition of violence: 

‘any incident in which an employee is abused, threatened or assaulted by a 

student or member of the public in circumstances arising out of the course of his 

or her employment’.  Violence includes sexual or racial harassment, physical 

force against an individual, rude gestures - innuendos, verbal abuse and threats 

(with or without a weapon). 

  

Haven High Academy is committed to reducing the risk and combating violence 

to its staff from any member of the academy community or the public, in the 

same way that it is committed to combating acts of violence amongst students of 

the academy. The Governing Body have declared their full support for staff who 
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have been assaulted or suffered verbal abuse. The reporting of acts of violence 

will not be seen as an adverse reflection on the individual’s ability to perform 

their duties satisfactorily.  

All reports of violence will be investigated appropriately.  

A formal system of recording and reporting incidents of violence exists at Haven 

High Academy in order to: 

 build up an evidence base 

 devise appropriate preventative strategies  

 monitor whether these strategies are effective. 

 

16. DISCIPLINARY PROCEDURE  

The procedures are shown in the Disciplinary Policy on the website or in the 

Policy Folders. 

 

17. APPRAISAL 

The procedures are outlined in the Appraisal and Capability Policy for Associate 

Staff and the Appraisal and Capability Policy for Teachers, both of which can be 

found on the website and in the Policy folders. 

 

18.  ACADEMY CLOSURE PROTOCOL 

Introduction 

 

Schools should be open to students for 190 days, divided into 380 sessions with a 

break in each day.  Where a school is prevented from opening it should make up 

lost sessions where that is practical.  This is the advice from the DfE. 

There are certain times when a school may need to close, for instance in the event 

of: 

 Flood 

 No heating in the winter 

 No water 

 EXTREME adverse weather conditions 

 

Thankfully these situations are very rare.   

Aim 

 

 It is the aim of the Boston Witham Academies Federation to keep the 

academies open unless it is absolutely necessary to close.  

 If an academy has to partially close, (for example heat available in only 

part of the academy), priority may be given to some pupils (for example, 

Years 10 and 11 at Haven High).  If it is not possible to heat enough 

rooms for all staff, then some may be asked to take work to any one of our 

federated academies. 
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Arrangements 

 

a) Adverse weather conditions 

 

The federation academies will not normally close because of adverse weather 

conditions.  Staff should make every effort to get into the academy where it is 

safe to do so, even if they may arrive later than the start of the academy day.  

Parents may choose not to send their child into the academy because of safety 

concerns.  These pupils will have an authorised absence.  Arrangements will be 

made to put classes together where possible, to enable those staff that have 

arrived on time to cover the classes.  These arrangements may change as more 

staff arrive. 

 

In extreme adverse conditions, the Executive Headteacher may make a decision 

to close the academy.  This could be: 

 Full closure for staff and students – if for example the snow is blocking 

access to the academy. 

 Closure for all students but staff to make all possible arrangements to 

attend 

 

b) Heating problems  

 

The site manager would normally be aware of heating problems on opening the 

academy.  If he is unable to correct the situation, he will inform the 

administration manager who will contact the Executive Headteacher. 

Staff should attend, as emergency heaters can be installed in some rooms so that 

staff can work.  Radio stations will be informed when a decision is made about 

which students should not attend – if it is not possible to heat all the academy. 

 

c) No water 

 

This is a Health & Safety issue and therefore the academy will be closed for 

students.  However, staff should attend the academy as normal as there may be 

enough water in the reservoir tank to serve some facilities.  This gives an 

opportunity for marking and lesson preparation.  Staff may also be asked to take 

their work to an area in one of our federated academies. 

 

d) Problems occurring during the academy day 

 

A problem could occur during the academy day, such as sudden heavy snow.  

Students will remain in the academy until the normal end of the day.  Emergency 

procedures may be put in place to allow those staff who live some distance away 

to leave early.  These arrangements are updated annually. 

 

 



September 2015 Page 20 
 

If the academy has to remain closed for more than one day, the Executive 

Headteacher may consider opening the academy on one or more of the occasional 

days. 

  


