· Pupil Absence

Mark Register. Refer to front of Register as to how to identify absence. On day of absence enquire at office if there has been any contact from parents explaining absence. The Office manager will note all telephone calls received in the rear of the register. If a written note of explanation received from parents on pupil's return, date and keep in rear of Register. If absence is of concern or lasts for more than one week without explanation, inform office to contact E.W.O. If absences are frequent then a Non-Attendance Register may need to be completed. These are available from the school office. A standard letter requesting explanation of absence is available from the office.


See Staff Information for STAFF ABSENCES 



 Accidents


Any accident and any first aid administered must be recorded in the First Aid Record Book kept in the First Aid Cabinet out side the staffroom. First Aid may only be administered by those qualified to do so. A list of qualified first aiders appears in the First Aid Record Book. General guidelines are;

w know your limitations as to your skill as a first aider. If in any doubt 
 seek help.

w ensure that any wound is cleaned with only water.

w do not apply any antiseptic creams or lotions.

w do not administer any medicines unless the school has written authorisation from parents. 


Completed medication forms are kept in the school office. (yellow file)

 Admissions
The school follows the County admissions procedure. Applications are received in November for admission in the following September. Parents are notified in March if their admission has been successful. Parents can appeal to the County against an unsuccessful request. The school's admission limit is 40. The Office Manager handles the admission procedure. Forms for admission to secondary school are issued during the Autumn term and should be returned to the school office. It would be unwise for a teacher to recommend to parents a particular secondary school.

 Assessment, record-keeping and reporting

Please refer to the co-ordinator and the policy for further information.

 Bank Accounts

The school banks with Barclays Bank. The Office manager handles the bank 

account.

 Behaviour Management
The school has a comprehensive behaviour policy which should be read. Issues of behaviour are discussed at a staff meeting at the beginning of each term and at Governor meetings on a yearly cycle. The main pillar of our behaviour management is to praise and reward good behaviour and apply sanctions as necessary. At all times children should be made aware of our expectations. Each class devises a Code of Conduct at the start of the new school year. Serious incidents of misbehaviour must be reported to the Headteacher or teacher in charge immediately. A written report may be requested.

 Caretaker / Cleaning

The caretaker's hours are


Mon - Thurs

7.00 - 10.00

3.00 - 6.30


Fri


7.00 - 10.00

3.00 - 5.30


The caretaker is responsible for securing the building, including windows and 
doors and opening up in the morning. He is also the First Keyholder.


Contract Services clean areas in the upper corridor of the school.


Cleaner's hours
3.15 - 5.00

 Case conferences

Teachers may be requested to attend case conferences both in and out of 

school. Advice should be sought from the Headteacher on written and verbal 
reporting at such meetings.

 Catalogues
General catalogues are kept in a box in the library cupboard. They are supposed to be stored alphabetically!  ! Each co-ordinator keeps catalogues with details of the main schemes used in school.

 Child Protection
The Headteacher is the Designated Child Protection Officer in school. Please refer to the County handbook for further guidance.


The County Child Protection Officer is 

 Clustering
The   cluster group is highly active. There are monthly meetings for Headteachers. They also try and secure funding for initiatives for all schools.

 Collection of Money.
Dinner Money.  This is to be collected in a box during registration on a Monday morning.  The tray is to be sent to the office at the end of registration. Please ensure that each child's money is easily identified. The Office Manager will 
leave the boxes outside the staff room for collection at breaktime.

School Fund. This is also collected on a Monday morning during the registration period.  Ensure that school fund is clearly marked as School Fund when sending it to the office. Each class has its own school fund tin for collection purposes. There is no need to record which children contribute but please encourage the children to contribute as it is valuable source of funding for school visits, Christmas parties etc.

Other Monies. Please ensure that any money sent to the office is clearly marked as to its purpose i.e. P.T.A., Raffle, School Book Club. Do not 
send loose 
money, all money needs to be clearly identified. If a child or parent gives loose money to you, please put the money into an envelope and write a note as to its purpose.

N.B.  
Do not leave money on desks either in the classroom or the office at any time. If there is no-one in the office to take your money, please make sure that the cash is identified and place it on the bottom shelf of the computer cabinet.

 Collective Worship
It is a legal requirement that an act of Collective Worship is held every day. Parents have the right to withdraw their children from Collective Worship by informing the Headteacher in writing of this request. Teachers also have this right. The Headteacher has overall responsibility for the delivery of Collective Worship.


Monday
10.10

Staff rota


Tuesday
10.10

Headteacher / Visitor (all staff present)


Wednesday


Own class assembly


Thursday
10.15

Headteacher / House assembly


Friday

10.15

Headteacher

Children should come into the hall and wait quietly for Collective Worship to begin. Teachers should wait with their class until the person leading Collective Worship is ready. Children who frequently misbehave should be sat at the end of the line away from others who may distract them.


For further guidance on Collective Worship, please refer to the school policy 
document.

 Communication with parents
A regular newsletter is sent to parents containing general information, contributions from staff are very welcome. News from the PTA is included on the reverse. Letters to parents should be sent via the Headteacher.

Teachers should be careful not to enter into discussion with parents about previous schools or teachers. If parents offer criticism of colleagues then move quickly onto another topic. It would not be wise for teachers to enter into discussion with parents about the behaviour of children other than their own. Most parents would rightly be concerned to hear that a teacher and another parent had discussed their child. Teachers should inform the Headteacher about any complaints, serious worries or concerns of parents.

 Display
Teacher should give priority to the creation of an informative and stimulating environment within the classroom. Areas should be established for various activities and pupils' work as well as other objects displayed to good effect; items should be carefully labelled and suitably mounted. Equal care should be given to corridor displays. 

 Drugs and medicines
Medication can only be administered if a doctor has prescribed it and the medication form completed. No medicine should be accepted from a child. Forms and further information are available from the school office.

 Duties and Supervision

Duty Day.

Duty staff members are responsible for the safety and care of all the children during the following times;



9.00 a.m. 
Supervise entry into school



10.30 - 10.45
Break duty



1.00 p.m.
Supervise entry into school



2.15 - 2.30
Break duty


Times for break duty will be taken from the hall clock. The bell to denote the start of break will be rung by a pupil from year 6. The bell at the end of break will be rung before the duty staff member has blown their whistle for children to line up. The duty staff member will supervise the classes until they are collected by staff. It is the decision of the duty staff member whether or not it is to be an indoor playtime. Staff should be notified if it is to be an indoor playtime before the start of breaktime so that children can be dismissed as required. If the duty staff member considers the playground to be unsafe for the children, for example due to ice then they must decide to make it an indoor breaktime. 

If an accident occurs during breaktime requiring first aid to a pupil then the duty member of staff should pass the child to another member of staff for attention if practicable. They then should resume their duty in the playground. No children are allowed in the classrooms unsupervised except those who have certain responsibilities e.g. Library monitors. If children have to remain indoors during breaktime then they are to be placed in the hall.


Dinner Supervision

This is a voluntary supervision for which a member of staff will qualify for a 

free school meal. The member of staff will need to be on call throughout the 
dinner period, supervising the Dinner Ladies in their duties.

As with break duty there should be no children in the classrooms unsupervised.


See also ACCIDENTS for advice on FIRST AID

 Educational Psychologist
is the school's Educational Psychologist. He visits approx. once per term.  Referrals are made via the SENCO (currently the Headteacher).

  Educational visits
Strict legislation governs the organisation of educational visits and they need to be planned well in advance. For further information please refer to the policy document on Educational visits.

 Emergency contacts
A list of emergency contacts is kept on the office manager's desk. Always try the home number first. Do not rely on a child's information that a parent is not available at that number. The Headteacher and class teacher should always be informed when a child is sent home from school. Every effort is made to keep 
emergency contact numbers up - to - date, please assist with this by passing on information to the Office Manager promptly.

 Fire Drill

Follow special instructions where applicable.


IF YOU DISCOVER A FIRE.



1. Operate the Fire Alarm.




2. Notify the Head Teacher / Office Manager.


On hearing the alarm,
 


1. Line up your class and direct them out of the building. 



2. Check that the classroom is clear and close door.
 


3. Remember to check toilets for pupils as you leave the building.
 


4. Assemble pupils in playground.
 


5. Collect register from Head Teacher or Office Manager.
 


6. Check class against register and report to Head Teacher.
 


7. Return to supervise class and await dismissal by Head Teacher.

All staff should make themselves and their pupils familiar with the positions of fire alarms, exits, extinguishers and hose reels. 

 Governors
The Office Manager keeps a list of current governors. Minutes of Governors meetings are displayed on the staff noticeboard and are available from the Headteacher. Governors are encouraged to become involved in the life of the school.

 Handwriting
The Ginn and Nelson scheme of handwriting are used in school. Children are introduced to this in year 3. Once children have established the patterns of joining they should be encouraged to write in a joined hand and with pen all the time. By the end of year 3 all children should be writing in a joined hand and with pen all the time. For further information please refer to the English scheme and guidelines.

 Home use of school equipment

School equipment may be used at home during holiday periods / weekends 

under the following conditions;

The Headteacher has given approval and is aware of what is being taken away from the school.


No equipment must ever be left unattended in a car - teachers will be 

responsible for full replacement costs.

Depending upon circumstances, teachers may have to pay the first £250 of any insurance claim while the equipment is in their care at home.

      The necessary form has been completed and left in the school office.


IT equipment

The system should be dismantled and transported to and from school with 

extreme care to avoid damage to cables and connectors; it should be 


returned and reassembled in time for use in school. Teachers should ensure 

that school equipment is used under their direct care and supervision at all 

times.


The equipment must not be used in conditions where it could be damaged

Teachers must ensure that it is not used near liquid drinks - spilt tea and coffee is a common source of damage to computer equipment. Teachers may be responsible for full replacement costs should damage like this occur. The school can accept no responsibility for how equipment is used in the home with regard to copyright and software.

Equipment must not be tampered with in any way by opening up plastic casings or attempting any internal adjustments or repairs. Teachers will be responsible for the full cost of replacement should this occur. All faults should be reported to the IT co-ordinator on return.

 Homework

Y6 are given homework on a Tuesday for return the following Monday.

Y3, Y4 and Y5 are given a piece of English or mathematics on a Monday or Thursday for return the following Friday or Monday. Children are also expected to read and learn tables at home.


 Illness

Child - If a child becomes unwell please refer to the Office Manager or 

Headteacher 
to enable parents to be contacted.


Staff - Please refer to Staff information section.

 Infectious Diseases

Please refer to the County's guidelines in school office.

 INSET
The Inset programme is drawn up at the beginning of the academic year taking account of any directions from County for the use of training days. All staff are invited to make suggestions for Inset, either for a school or personal need. Suitable people may be invited to lead Inset training. The Headteacher has overall responsibility for the organisation of Inset.

 Inspector

The Link Inspector is  .He can be contacted at County Hall on

 Insurance of equipment
The school buys in to the County scheme but has to pay the first £ 250 of any loss or damage. Teachers would be well advised to consider their own insurance with regard to personal possessions.

 Job Descriptions
All teachers' job descriptions are reviewed annually during the first half of the autumn term. They are also considered during the Performance Management process. Consultation will take place before any alterations to job descriptions are made. Copies of job descriptions are kept in teachers' individual files.

 Keys
All school keys remain the property of the school and should be returned to the Headteacher when a member of staff leaves the school. Please take good care of any school keys in your possession and report any loss immediately to the Headteacher. Keys for the security cupboard are kept in the staffroom and should be returned to the staffroom after use.

 Layout of work
Children should be encouraged to take care over the presentation of their work. For information concerning particular curriculum areas please refer to the relevant scheme and guidelines.

 Learning Support Service
is the school's support teacher. The first call on teaching time is for statemented pupils. Other pupils will be allocated time on a half-termly basis. She will also advise on working with pupils with special needs. For further information please refer to the Special Needs Policy and Guidelines and County guidelines.

 Leave of absence

Leave of absence will be granted in accordance with the County directions 

and any Governor directions. For all leave of absence the relevant form, 

available from the school office, must be completed. For further information 
please refer to the Personnel file (orange).

 Liaison
As a Junior school this is particularly important. During the summer term the year 3 teacher visits our feeder Infant school to meet the children and staff of year 2. All year 2 children spend a day with us during the second part of the summer term. Staff from comprehensive schools visit to meet with the year 6 teacher and visits are arranged to the secondary schools.

Staff meetings are arranged between the Infant school and Junior School and opportunities are provided for subject co-ordinators to meet. Staff also meet with colleagues from   Comprehensive school. 

 Library

Library monitors are selected to help keep the library tidy, although all 

children should be encouraged to do this. The co-ordinator for English has 

overall responsibility for the library.

 Lost property
A box for lost clothing is kept at each end of the school. Children are asked to name all clothing especially sweatshirts. The contents of the box should be cleared every half-term. Valuable lost property should be sent to the school 
office.

 Medicals
The school nurse arranges these. Any teacher who has concerns about a child's medical well-being should mention this to the Headteacher.

 Messages
As a general rule only urgent telephone calls will be passed on during timetabled teaching, otherwise a message will be taken or the person asked to call back at the next break. Messages concerning arrangements for the collection of children at the end of sessions should be given to the teacher in charge of the class as well as to the child.

 Office Manager

The office manager's hours are 8.45 am - 11.45 p.m.


And
1.00 p.m. - 4.00 p.m.

each day.

 Parking
No cars should park on the slip road on Thursdays to allow for refuse collection. Parking immediately next to the school entrance should be done with consideration for the delivery of dinners and other bulky items.

 Performance Management

Refer to Performance Management Policy.

 Periodicals / magazines
The school currently subscribes to Junior Focus, Primary Geographer, Literacy Times, ComputerActive and the Times Educatioinal Supplement. The current edition is available in the staff room. Back copies of Junior Focus are stored on
the teacher's shelf in the library.

 Pupil Dress
The school has a suggested mode of dress. This is a school sweatshirt, a white school polo shirt and grey or black skirt or trousers. A change of clothing is required for PE. All clothing should be clearly labelled.

 Pupil Records
Records are kept for the National Curriculum and a separate reading record is maintained. For more information on records please speak to the relevant co-ordinator.

 Registration

Please follow the guidelines at the front of the register for completion.


See under School Day.

 Reporting to parents 

A format for reporting to parents is used which meets the DFEE requirements. Copies of reports are kept in the children's records in the grey filing cabinet.

 Reprographic equipment
Please follow the copyright guidelines on the photocopier. If in doubt refer to the rear of the CLA copyright Log Book. Please try to keep photocopying to a minimum, as this is a very heavy drain on the school's resources.

 Resources
Please try and keep resource areas tidy and encourage the children to do the same. Requests for resources should be made to the Headteacher in March of each year to allow staff to discuss priorities. The Office Manager keeps a record of stock in school, but this does not at the moment include textbooks, although there are some lists of textbooks held in school. The use of 
consumable resources should be kept to a minimum, as this is a very heavy drain on the school resources.

 Reward system
The school has a House system: Aidan, Bede, Cuthbert and Dunstan. All children are put into a house on entering the school. Team points are 
given to individual children for good behaviour, helpfulness and good work. Any one may give these. The house totals from the whole school are collected and the winning house is awarded the Shield at the Friday assembly. The houses are also used at sports day for team races. Each Friday from each class 2 children receive stickers for good work and 1 for consistent good behaviour. The Effort Cup is given to 1 child each week. On Thursdays once or twice per half term House assemblies are held, led by the teacher in charge of each house.

 Rules
School rules should be kept to a minimum to allow the children to remember them. High standards of conduct should be expected from the children at all times. Currently the main rules are : Walk in the corridors, sit quietly while waiting for Collective Worship to begin, and that fighting of any description whether 'fun' or otherwise is not allowed.


We should seek to  -  
Encourage safety






Encourage caring and courtesy






Encourage quiet and calm behaviour

Staff should be prepared to constantly remind pupils of the rules, both as necessary before leaving the classroom and through general discussion as part of the working week.


See also Behaviour Policy.

 Salaries 
Salaries are paid in accordance with the DFEE Conditions of service. A new copy of this is issued each year and is available for consultation from the Headteacher. In September of each year a salary assessment is given to staff from the Governors of the school. Advice on Salaries is also available from County Hall Salaries Section.

 School Brochure

Copies of the school brochure are issued to prospective parents. These are 

available from the Headteacher.

 School Day
All times to be taken from the Hall Clock.


8.45 am
Staff to be on premises.

9.00 - 9.10
Registration. Complete registers fully. Do not leave blanks; see notes in register on coding to be used. Completed registers to be returned to office by 9.15 am. Any pupils that are not present by 9.10 am are to be marked absent. If the pupil arrives after 
9.10, they are to be marked late. If the child arrives after the register has been returned to the office, please ensure that the child reports to the office on their arrival to obtain their mark.

10.30 - 10.45
 Breaktime. A bell being rung will denote the start of break. There will also be a bell to signify the end of break. Staff should promptly collect their class from the playground to supervise their entry into school.


12.00

Lunch time. Please remind the children to wash their hands in 



preparation for lunch.


1.00 p.m.
Afternoon session. Staff to collect pupils from the playground.


1.00-1.10
Registration. Pupils not present by 1.25 are to be marked late. 



Please return registers to office at the end of registration.


2.15 - 2.30
Breaktime.

3.30
End of school day. Staff to dismiss children and supervise their departure from building. All children to leave by the west gate (where the school crossing patrol man stands). . Any teams or groups involved in off-school activities are to meet in the foyer.

 School Fund
School fund is collected on Monday mornings. Other money is raised through school activities. All money for the school fund should be given, clearly labelled, to the office manager for recording and banking. No money can be given out unless a receipt is provided. All recipients of money from the school fund will be asked to sign a 'petty cash' voucher. 

 School meals
If teachers wish to have a school meal the current cost is available from the school office manager. Please let the office manager know by 9.30 am. A free meal is provided to teachers who supervise pupils during the lunchtime break. 
Any teacher wishing to receive such a meal should first discuss this with the Headteacher. 

 Smoking

The school has adopted the County policy on smoking. The school operates a 

non-smoking building policy.

 Sporting events

The school participates in a wide range of sporting events. Please inform the 
Office Manager and use the staff notice book to inform teachers of venues 

and times.

 Staff dress and conduct
Teachers are seen as a role model and, as such, should give careful consideration to how they dress and act. It is expected that teachers will maintain a professional relationship with 
children at all times and conduct themselves in a proper and acceptable way in their dealings with children. Teachers must exercise judgment in deciding upon the difference between open, honest, friendly and caring involvement with children based upon trust and good humour as against over - familiarity which might lead to a breakdown of what is universally accepted as correct teacher / child relationships.

At times an adult may need to make physical contact with a child in dealing with first aid matters or when cuddling a child who is in distress. The school accepts this as normal practice, However, teachers must not place themselves in a position where accusations of improper conduct could be made.

An adult of the appropriate sex and in the presence of a second adult must carry out any examination of a child who is hurt or injured which may be of an intimate nature. Details of any incident should be reported immediately to the Headteacher.


Teachers need to exercise extreme caution in placing themselves in any 

situation with children where accusation of improper conduct could be made.

 Staff Information

Staff Absence
If you are unable to attend school, please contact the school or HT as soon as possible. (By 7.30 am if possible.) Please give an indication as to how long you expect to be absent and for what reason. It is not sufficient to give the reason as 'Sickness'. A medical certificate is only required after an absence of 7 working days. A Sickness Declaration form must be completed on your return to work. These are available from the office. If your doctor signs you off unfit for work, all sickness notes are to be sent into the school office.

For other matters of staff absence such as Maternity Leave and Leave of Absence, the procedures are outlined in the LMS PERSONNEL File. (Orange File) 


Private use of Photocopier, Telephone and Postage
If you need to use the photocopier or telephone could you please make an appropriate contribution to school fund to cover the cost of your usage. (The approximate cost of the photocopier is 2.00p per sheet including paper.)


All use not directly associated with this school will be deemed as private use.


Inspection and Approval Copies of Resources and Books
The HT must sanction all requests for inspection and approval copies of resources. Any requests not properly sanctioned will be the responsibility of the member of staff ordering the item. This will include all costs including postage.


Reimbursement of Funds

School fund is available to provide day-to-day expenses in relation to classroom activities. If you wish to make any purchases for the classroom, please ensure that the HT has sanctioned all expenditure before purchasing any items. Your request for reimbursement may be denied otherwise.

 Staff Meetings
Evening meetings will start promptly at 3.45 p.m., finishing at 4.45 p.m. for which all staff will receive an agenda. If any staff wishes to place an item on the agenda see the HT as soon as possible. Evening meeting will be minuted. 


A diary meeting will be held on Monday mornings at 8.45. 


A staff meeting may be held on Thursday morning at 8.45 a.m. if needed.

 Staffing - messages and communication
As a general rule only urgent telephone calls will be passed on during timetabled teaching, otherwise a message will be taken or the person asked to call back at the next break.


Please use the staff notices book located in the staffroom for general 

messages. Please help communications by passing around the notice book and 

other messages promptly.

 Staff Profiles

Staff profiles are kept in the Headteacher's office. Staff may review the 

contents their profile at any reasonable time. Please help to keep your 

profile up-to-date by providing information on course attendance and 


professional development needs promptly when required.

 Standards Fund

Teachers are asked to indicate areas for INSET training during the autumn term and this information is correlated by the Headteacher and forwarded to County. In April of each year County publishes a book of courses and staff are invited to indicate their preferences. The Headteacher will co-ordinate the organisation and administration of course attendance.

 Stock
Items of stationary are kept in the cupboard in the library or in the cupboard next to the girl’s toilets in the upper corridor. Please inform the Headteacher or the Office Manager if you take the last of any item so it can be replaced promptly. Art materials are kept in the art area in Y5/6 corridor.

 Support and Development time
Support and development time is used for curriculum co-ordinators to monitor the curriculum by providing time to discuss with other colleagues and to visit classrooms. Time is also made available for the updating of policy documents and schemes of work. 


Time is also given for liaison with our feeder Infant school.

 Swimming
All children in years 3 & 4 attend     swimming pool. County makes the transport arrangements. There is a code of conduct for the swimming pool issued by Durham County Council available from the Headteacher. Children are expected to conduct themselves in a safe and responsible manner while at, or travelling to and from the pool. Blanket consent is in existence for swimming. The school should be informed by a parent, preferably in writing, if their child is not to participate in the swimming lesson.

 Syllabus / Schemes of work
All staff should ensure that they have any new schemes of work produced. At least once per year a staff meeting will be used to update teachers' files.

 Tea / coffee
Tea and coffee is available from the staffroom. The cost of the milk is met by the school fund. Please help to keep the sink area in the staffroom clean and tidy. Dirty cups should be returned to the staffroom and not left in classrooms overnight.

  Tests / SATs
Please refer to the guidance published each year by QCA for information on the administration of SATs. The school has the Quest test which is used in the diagnosis of areas of weakness for the younger special needs pupil. Copies of standardised reading tests are also available.  Whenever any kind of testing is taking place, teachers should try to ensure that children are able to perform to the best of their ability by making the situation as relaxed as possible.

 Timetables
Copies of the class timetable should be given to the Headteacher as soon as possible after the start of the autumn term. Timetables should be reviewed every half-term and if necessary a revised copy submitted to the Headteacher. A copy of the 'master' timetable showing hall use, swimming etc. is displayed on the staff noticeboard.

 Topics / themes / planning
Topics / themes  - an overview exists for each stage of the planning cycle and the current year's cycle is displayed on the staff noticeboard. Curriculum co-ordinators should review their topics when undertaking any review of their subject area schemes. At least one staff meeting per year will be used to revise these overviews in preparation for the year ahead. 


Planning - this is completed termly and weekly. Standardised sheets are 

available. Planning files should be available on request.

Programmes of study and attainments targets should be consulted when deciding upon learning outcomes and activities to be undertaken. If any advice 
is needed for the completion of planning sheets, please speak to the curriculum co-ordinator for that subject or to the Headteacher if it is a general enquiry.

  Transfer of records

The school has to pass on records of a pupil transferring to another school 

within 15 working days. Included in this record must be an up-to-date 


teacher assessment. Standard sheets for this information are available from 
the Headteacher and should be returned to the Office Manager upon 


completion. All information to be included in the pupil's record for transfer 

should be given to the office manager.

 Transport and travel

All transport for educational visits should be arranged through the Office 

Manager. Refer to the school 'Guidelines on Educational Visits' for further 

information.

 Uniform

See under - pupil dress

 Valuables

Members of staff should not leave items of personal property unattended.


Children should be discouraged from bringing into school items of personal 

property because of the possibility of loss or damage.

 Visits - Educational Visits

See school 'Guidelines on Educational Visits'.

 Volunteer Helpers
The school welcomes the support given by volunteers, whether parents, grandparents or members of the community. All helpers are asked to complete a police clearance form before they are allowed to work in an unsupervised 
situation with pupils.

 Working Day / Hours

These are subject to the limits on working time set out in the Education 

(School Teacher's Pay and Conditions of Employment) Order 1987, in particular to those provisions whereby teachers may be required to be available for work at the Headteacher's direction for 195 days per year, of which 190 days may be pupil days, and for not more than 1265 hours per year. 
(This figure excludes time for marking and preparation.)

All non-contact days must be taken during pupils' holiday time or as twilight sessions. The dates of these days are decided after consultation with the staff and must be passed by the Governing Body of the school.


Designation of hours - this is a combination of the two working sessions in 

each day,
8.45 - 12.00  +  1.00 - 3.30  = 5 hr 45 min.


Over the course of 190 contact days plus five non-contact days of 6 hr each 

the yearly total is 1122 hr 50 min, leaving a balance of 142 hr 10 min.

The effective discharge of professional duties necessarily involves many activities such as marking, writing reports, lesson preparation, planning and consultation with other members of staff and parents; all committing teachers to an immeasurable amount of time over and above the pupil contact hours.  

This school seeks to support teachers in exercising of their professional role, albeit within the legislative framework as determined by Central Government. This rests upon an acknowledgement that, in detail, the interpretation of professional role rests with the individual.

