
 

 

      

 

 

 

 

Staff Handbook 

 

 
 

2018 - 2019 
 

 



 2 

 

 

WELCOME 

TO THE WILLIAM HOGARTH 

SCHOOL 
 

 
THIS BOOKLET CONTAINS A FEW USEFUL  

 

 

GUIDELINES FOR YOUR TIME AT OUR SCHOOL 
 

 

During your time with us we hope you will be happy and feel you are able to give a great 

deal to our school and our pupils. If there is any way you think that we can support you 

please do talk to Avril Stockley (Headteacher) or Katie Rees (Deputy Headteacher). 

We do consider ourselves a learning school and know that we all have a lot to teach each 

other and to learn from each other. We aim at continuous school improvement and know 

we can achieve it by working together as a team. Sharing feedback and experience is an 

important part of this. If you have any comments or suggestions to make please do see 

Avril who will pleased to receive your ideas! 
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Our Vision 

 

We are an inspiring learning community with high expectations, where all 

feel safe and happy and everybody has the opportunity to unlock and realise 

their potential. 

 

Our Aims 
 

We will 
 provide a happy, stimulating and safe environment 

 create an attractive, well-resourced environment where diversity is valued 

and respected 

 value every child and cater for their individual need in a nurturing way 

 promote co-operation and respect for each other 

 equip all pupils with the skills necessary to promote independence, self – 

discipline and confidence. 

 have high expectations of all our school community and so promote high 

standards 

 ensure all pupils have equal access to a broad and balanced curriculum 

 track and monitor each child’s academic progress to ensure maximum 

academic achievement 

 involve parents fully in all aspects of their children’s education 

 work together with the local community to build on our achievements 
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LIST OF GOVERNORS 2018/2019 

 

 

Chair  Joel Donavon 

 

Vice-chair Hannah Bellamy 

 

Parent Governors 

Naheed Mir 

Suzanne Da Silva 

 

Community Governors 

Eileen McGregor 

Joe Carter 

Andy Rooney 

 

Local Authority Governor 

 

Staff Governor 

Joe Carter 

 

Headteacher 

Avril Stockley 

. 

The Governing Body 

The governors work in partnership with the Head Teacher and the staff at the school 

under the provisions of the 1988 Education Act.  

The governors are always willing to speak to any member of staff or parent and, in fact, 

would like to involve and discuss with parents the life of the school.  Parent governors 

are particularly anxious to make themselves available to discuss any matters relating to 

the school. 

During each school year the governors write a profile of the school which reflects the 

school’s achievements in the previous year and publish it on the internet. 
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SCHOOL STAFF  2018/2019 

 

Ms Avril Stockley  Headteacher 

Ms Katie Rees   Deputy Headteacher  

Ms Sue Colley Interim Deputy Headteacher 

Mrs Katy Luciani                                 SENco,  

Mrs Diana Armstrong                             School Business Manager  

 

Ms Teri De Jesus   Nursery Teacher       

Miss Rebecca Fisher    Reception Teacher  

Ms Chantelle Hall   Year 1 Classteacher              

Mrs Siobhan O’Donnell   Year 1 Classteacher  

Miss Mariam El-Hossiny  Year 2 Classteacher 

Ms Colette Jones   Year 2 Classteacher  

Miss Hajar Chaouki                          Year 3 Classteacher     

Mr David Carter              Year 3 Classteacher 

Ms Eva Leung               Year 4 Classteacher  

Mr Joseph Carter          Year 4 Classteacher                  

Miss Jeanette Agyeman   Year 5 Classteacher 

Mr Liam Barker   Year 6 Classteacher 

Miss Pranvera Vrina   Year 6 Classteacher 

 

Ms Ruheena Quraishi                             PPA Cover 

Ms Marsha Honeghanbates                EAL Support Teacher (Mon, Tue) 

Ms Christine Rees                                  EAL Support Teacher (Thurs) 

 

Ms Mel Caine                                         Nursery Teaching Assistant 

Ms Emma Preston   Reception Teaching Assistant 

Ms Patricia Gordon   Teaching Assistant 

Ms Suparna Banerjee   Teaching Assistant  

Ms Caroline Reid   Teaching Assistant  

Ms Irene Manning   Teaching Assistant  

Ms Elizabeth Harkin   Teaching Assistant  

Mr Peter Harpley   Teaching Assistant 

Ms Carolina Garzon Ojeda  Teaching Assistant  

 

SMSAs     

Mrs Suparna Banajee 

Ms Shelley Chaplin 

Ms Parbin Begum 

Miss Caroline Reid 

Ms Saeeda Ahmed 

Mr Ethan Stockley Young 

Mr Alex Herrington 

 

Office 

Ms Alana Hosain Administrative Officer 

Mrs Melanie DuBey   Welfare Officer 

 

Cleaners  

Mrs Sarah Suffield,  

Mr Abdi Tafana 

Mr. Habib Bouafia 

Mr Chiza Said 

Mr Mohammed Kanduru 

Ms Amal Omar 
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Senior Leadership Team (SLT) 

The Senior Leadership Team consists of  

Avril Stockley    Headteacher 

Katie Rees                Deputy Headteacher 

Diana Armstrong                     School Business Manager  

Mrs Katy Luciani                               SENco 

 

Curriculum 

The school follows the National Curriculum. We are developing our curriculum, to 

include our own schemes of work and include creative learning opportunities based on 

children’s interests and focussed on developing learning and thinking skills. Learning 

opportunities follow the International Primary Curriculum which allows for the teaching 

and learning of skills in a cross curricular framework and the utilisation of all skills across 

the whole curriculum. 

All children follow the R.E. and S.R.E curriculum unless their parents have particularly 

asked for them to be withdrawn. This very rarely happens. 

All classes have an interactive whiteboard. Each corridor has a laptop trolley. 

 

Communications and Information 

Staff will be kept as fully informed as possible of all educational matters.  Methods of 

ensuring this are: 

a) Members of staff have a ‘pigeon hole’ in the staffroom where any items of 

correspondence is placed for them. These should be looked at regularly to ensure 

that the information is up to date and deadlines are not missed. 

b) A whiteboard in the staff room contains messages. This should be checked daily 

by all staff between 8.30am and 8.55 am to ensure up to date information.  
c) Personal e-mail. Please ensure that you log in to your LGFL email address at least once a 

day to pick up your mail.  

d) Staff Handbook. Each member of staff can have a hard copy of this if they wish and it 

will be published on the shared drive. It is also sent to all staff by e-mail at the beginning 

of the autumn term. A hard copy will be in the staffroom. The Handbook contains much 

important information about school procedures and must be looked at each year and then 

be the first port of call to consult whenever a query arises,  as member of staff needs to be 

sure of procedure or protocol. Please see Avril if you have any further suggestions for 

anything that should be included in it 

e) White board in staff room for general information, staff may use this for any of their own 

messages. 

f) Formal staff meetings held each Wednesday after school. Minutes are taken and kept in a 

book in the DHT Office. If any member of staff would like anything added to a staff 

meeting agenda they should inform the headteacher in the week before the Wednesday 

meeting.  

g) Courses organised by the LA need to be booked on line using your LGFL password. They 

must be authorised by the Deputy Headteacher.  

h) The supplying of an educational diary to staff at the beginning of the autumn term. 

i) All events must be recorded in diary which is kept in the school office – if it’s not down it 

won’t take place. 

j) The office staff will enter all entries from the diary onto outlook and on the board in the 

staffroom.  A weekly diary sheet will be handed out on a Friday. 

k) There will be an admin meeting for staff on a Friday morning at 8.30am each week. 
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Times of Day and Routines 

School starts 

   

 

8.45 School gates are opened and children can enter the 

classrooms for ‘soft start’ activities. The Class teacher must be in 

class at this time. Support Staff will welcome the children at 

designated entry points. Parents are only allowed to enter the 

office area to make appointments / speak to admin staff. 
Assembly  See Assembly Rota for details of assemblies and times. 

Good work assembly will be on Friday’s at 3pm and parents of 

children receiving certificates will be invited. 

 

Drinks and 

Fruit 

EY have fruit and milk during PSHE/Circle time or Speaking and 

Listening sessions. KS1 and KS2 have fruit and milk in the 

playground. 

Playtime for Key 

Stage 1 and 2 

10.15 – 10:30 KS1   10:30 – 11:00 KS2  

See Playtime rota for staff on duty.  Children must ask for 

permission to come back into school during playtime. See the 

behaviour policy for playtime rewards and sanctions.  

Lunchtime  12pm Reception and Key Stage 1     

12.15   Key Stage 2   

School Meals Supervisory Assistants are on duty. All Reception 

children play in their own playground until the Summer Term. 

During wet playtimes the pupils are offered a variety of activities 

supervised by the SMSAs following a wet play rota. 

Afternoon lessons start at 1.00pm / 1.15pm. 

Afternoon 

Playtime 

Classteacher organise and supervise their own class playtimes 

when it is convenient in KS1 

End of School  3.30pm Please ensure that Foundation Stage and Key Stage 1 

children do not leave the class until they can be handed over to an 

adult. If you are at all unsure that they are being picked up by the 

right person or the child seems uncertain please check at the 

office. If no-one arrives to collect a child by 3.40, the child should 

be brought to the entrance hall / school office.  

Key Stage 2 children should be collected from the teacher.  It is 

important that teachers are aware that children have been picked 

up safely and bring them back into school if there is no-one there 

to meet them or alternative arrangements made. 

 

 

Wet Play 

If it is wet at playtime a teacher or Teaching Assistant should stay in the classroom with 

the children.  

 

Playground Duty  

See rota in staffroom for Playground Duties 

If anyone is not going to be in school they should ask another member of staff to cover 

their duty. If a supply is covering their class they should ask the supply teacher to cover 

their duty on the notes left for them. If you are duty you do not get additional time to 

be released to have a break.  

  

Playtimes 

All staff take part in supervising the children during playtimes. It is the responsibility of 

the person who is on duty to be punctual at the beginning and the end of playtime and to 

ensure that the bell/whistle denotes the end of playtimes at the correct time. Two whistles 
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are blown. On the first whistle the children stand still and on the second whistle the 

children walk to their lines. 

EACH MEMBER OF STAFF MUST BE PRESENT IN THE PLAYGROUND 

BEFORE THE BEGINNING OF EACH SESSION IN ORDER TO TAKE THE  

CHILDREN INTO THE CLASSROOM IN AN ORDERLY FASHION. 

 

Drinks 

Children should have constant access to water in their classroom. Jugs need to be filled 

from a drinking tap and beakers are provided in each classroom. 

Children may have school milk (which needs to be paid for unless parents receive income 

support) or water. Milk is delivered to the classroom each morning by the caretaker and 

you will be given a list of those children who are entitled to it. 

 

Fruit 

All Foundation Stage and KS1 pupils are issued with a piece of fruit daily by the 

government. This is delivered to the classroom each day by Mrs DuBey. 

 

Class Registers and Absence of Children 

The class register is an important official document and it is the responsibility of 

individual class teachers to ensure that the electronic register is marked at the beginning of 

every morning and afternoon session. Please ensure the register is returned to the school office by 

9.05 a.m. If the children arrive in the classroom after the completion of the register the children 

must be sent to the late desk. 

 

Management of Pupil Absence 

Parents and carers are asked to phone the school office if their child is not going to be in 

school for the day. If no phone call is received office staff will phone the child’s home to 

ascertain the reason for the absence. A decision is made by the headteacher or welfare 

officer as to whether to authorise the absence or not.  

If a teacher receives information that a child will not be attending school for any reason, 

they should inform Melanie DuBey immediately. 

Persistent absences, whether authorised or not, will be reported to the Education Welfare 

Officer by Mrs DuBey. 

Certain illnesses have to be reported to the Medical Officer of Health. Please report such 

illnesses to Mrs DuBey who will pass relevant information to correct source for 

Infectious Diseases (see list below).   

Any information such as change of addresses or notification that the child is leaving 

school must be given to Mel or Alana immediately and it is the responsibility of individual 

members of staff to ensure that this is done. 

 

Admin Support For Teachers 

Alana Hosain is the school’s administration officer. She is also available to undertake 

routine administration for teachers. This particularly includes typing and photocopying. If 

typing is required it should be put in her tray in the office with the date it is required 

clearly marked on it. One weeks notice is required for the date to be guaranteed. 

Photocopying should be put in her tray, clearly marked with the number of copies 

required. If this is left in the office by Friday morning, it will be returned during the 

morning of the following Monday. During the week if teachers leave Alana photocopying 

by 9am it will be ready for the next day. Laminating takes longer and teachers should give 

Alana as much time as possible to complete. A week’s notice is required for it to be 

guaranteed for a certain date. 
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Children's Behaviour 

We have a behaviour policy and code. We expect all adults who work in or come into the 

school to be good role models, presenting positive behaviours. We have a small number 

of rules.  The children must be told what these are.  The main school rules are: 
1. We speak nicely to each other 

2. We listen carefully to each other 

3. We walk quietly and calmly in school 

4. We work quietly 

5. We look after our school and everything in it 

6. We follow instructions immediately 

7. We always do our best 

 
These rules should be reinforced with children whenever dealing with their behaviour. 

Rewards and sanctions are outlined in the Behaviour Policy. Classteachers can often 

share concerns about children’s behaviour in an informal way with parents at the 

beginning or end of the school day (although this should always be done in as confidential 

a manner as possible). Good behaviour can be reported to parents too in this way. 

Children presenting serious behaviour issues should be sent to the Headteacher or Deputy 

Headteacher, who will record incidences and write to or see parents when necessary. 

Some children do have Behavioural Special Needs and will have behaviour targets on 

their Individual Education Plans. Please check these. Some of these children need to have 

behavioural incidences recorded in their own book. Katy Luciani is Special Needs Co-

ordinator and will be very pleased to help or give you any information you need. 

Please read the behaviour policy and guidelines to ensure you are aware of how to 

respond if a pupil is misbehaving in class.  

If you have any concerns about a child’s behaviour and all staff need to be informed so 

that it can be monitored, please complete the Confidential Discussion sheet and circulate 

to staff. 

All teachers are responsible for behaviour across the school. 

 

Child Protection 

Avril Stockley is the Designated Safeguarding Lead and Katie Rees is the Deputy 

Safeguarding Lead. If a child discloses any information to you that causes you to be 

concerned you must fill out a concern form and hand it in and report the 

incident/disclosure on CPOMs. 

 

Special Educational Needs 

Katy Luciani is Special Educational Needs Co-ordinator. Classteachers in the first place 

identify children they believe have some sort of Special Educational Needs. When 

referred to the Special Educational Needs Co-ordinator, parents are informed an OPP is 

put in place. This is discussed with the child’s parents or carers. Every child should have 

access to the curriculum. 

Pupils who need extra interventions are also identified during pupil progress meetings 

between the SLT and classteacher and through identification following termly 

assessments. Appropriate interventions are then organised by the SENco. 

 

 Teaching Assistants 

Teaching Assistants are deployed to teach intervention groups, according to need 

identified by the SENco. At other times they are deployed in classrooms to support 

pupils. Some Teaching Assistants are assigned to the support of individual children who 

have statements of SEN. 
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Illness and Accidents 

Infectious diseases: Any concerns about diseases see Mel DuBey, the welfare officer. 

Any child who is unwell or has had an accident should be referred to Mel DuBey. Mel is 

our first aid officer. A list of qualified first aiders is in the school office. 

If a member of staff suffers an accident of any sort they MUST see Mel DuBey and enter 

it in the accident book. 

 

School Records 

Primary Pupil Details 

At the time of enrolment to the school, admin staff will request pupil details from their 

previous school and communicate them to you. The office staff will record full pupil 

details on the primary pupil detail sheets. This sheet will be placed in your register for 

you to see but it MUST be returned to the School office for filing. The head will meet 

with all new parents/carers.  

Nursery and Reception  

Build a Profile is designed to provide an annual summary of the pupil's development 

through the two years Foundation Stage. This is passed on to the Year 1 classteacher 

who should use it as an important source of information regarding individual pupils. 

Record of Achievement 

This is designed to provide an annual summary of the pupil's academic, social and 

personal development. There is a requirement for reporting information on SATs scores 

to parents at the end of KS1 - Year 2 and KS2 - Year 6. 

All parents/carers are entitled to receive an annual written report about their child’s 

progress. This is given to parents at an agreed date during the summer term. However, 

parents can have access to their child’s records at any time during the year; the school has 

a 10 day period to gather information for such a request. 

All annual reports should be copied.  One copy is given to the parents and the other copy 

is to be filed in the pupil’s individual folders in general office.   

Target Setting 

Cornerstones is used to record pupil progress and to set targets. Pupil progress meetings 

are held half termly between the classteacher and a member of the SLT. 

Standard Assessment Tasks (S.A.Ts) Year 2 and Year 6      

Year 6 children will undertake SATs in the summer term or at any revised date to be 

given by the DfE.  The Teacher Assessments and SATs or Task Results achieved must be 

included on the Annual Pupil Report. In Year 2 teacher assessments are recorded, though 

these are supported by information gained from Year 2 SATs tests. 

Optional tests are undertaken by Years 1, 3, 4, and 5 in the summer term. 

All teachers will assess children they teach following the school’s assessment and record 

keeping procedures. 

Special Needs Folder 

All pupils identified with special educational needs will have an individual SEN folder 

containing OPP’s, parental meetings, referral forms etc,  

OPP’s are kept in the SENco’s office – class teacher’s files should also contain copies of 

the IEPs. The targets on OPP’s must be shared with TAs, HLS etc. 

EAL Records 

Class teachers should obtain records/action plans/targets for identified pupils working 

with the EAL teacher. These should be kept in the class file.  

Medical Conditions 

Mel DuBey, Welfare, keeps a register of all children with medical conditions.  You will 

receive a note of these in September and when a child develops a condition. 

Informal Records 

Every class teacher will keep their own informal records and mark book about the 

children in their class.  This may be used to help fill in the annual report sheets.   
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Planning 

Teachers are required to have short, medium and long term plans. These will be 

monitored by the Senior Leadership Team on occasion. Short term plans are usually 

monitored through classroom observation. Plans can be seen by visiting OFSTED 

inspectors and LA advisers. All plans should be put on to the staff shared drive in the 

planning folder – planning scrutiny each week. 

 

Class Information Displayed 

In each classroom the teacher will need to ensure that there is a:   

 timetable 

 fire drill 

 working groups 

 monitors 

 a copy of the school rules 

 a copy of the negotiated class rules 

 learning intentions and success criteria for lessons 

displayed for the children 

 learning information as agreed for the Maths and English 

learning wall. 

 AFL Strategies 

These should be clearly visible for other teachers etc. to use. If any of the above change 

then a new copy should be put on display. 

 

The Learning Environment 

The school and all the classrooms should be a stimulating, organised and attractive 

environment for pupils and adults to work and learn in. Classteachers need to ensure that 

displays are relevant, attractive and well-kept and that rooms and shared spaces are tidy 

and organised. All classes should have an up to date English and Maths learning wall and 

displays of pupils work. Each class should also have a Reading Corner. Displays around 

the school are up-dated regularly and need to be kept relevant.  

 

Monitoring Of Teaching and Learning 

Teaching and Learning is continually monitored by the Headteacher and the Senior 

Leadership Team, Phase Leaders and Subject Leaders.  Monitoring takes the form of 

scrutinising planning, books, assessment together with classroom observation. A 

monitoring programme is drawn up so classteachers know when to expect some visits but 

other visits may be made on an informal/unexpected basis, and the headteacher will gain 

an idea of classroom practice on informal daily visits to the classrooms.  Feedback is 

given to staff on all observations.  

 

Performance Management 

Performance Management systems are in place according to the school’s performance 

management policy. 

 

School Finance & Ordering 

Setting the School budget is governors’ responsibility and is completed in the Summer 

Term of each year.  

The school has financial procedures that must be followed by everybody in the school. 

Orders for resources must be filled in on an order form available from Diana/Alana in the 

office. No orders must be submitted without the agreement of the Headteacher / Deputy 

Headteacher. You must not purchase items for your classrooms or lessons with your own 

money without prior authorisation from Avril or Katie.  If you require petty cash for 

purchases please seek authorisation from Avril or Katie and then collect from Alana in 
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the office. You must obtain VAT receipts for purchases; if receipts are not valid 

reimbursement will not be provided.  Due to stringent financial restrictions placed upon 

schools please do not order items from Amazon (VAT issues) or order and pay with 

anything using a credit card.   

If you are booking a school trip you must request that this is paid by invoice.  The school 

is unable to provide cash or credit cards for this purpose. 

 

Staff Absences 

If you are ever absent from school please notify the school by telephone as soon as 

possible (020 8994 4782). The 'phone is usually answered by 7.45 a.m. or a message 

passed at that time so that possible supply teachers or re-arrangement can be made.  

Please give all information about illness. You can phone Avril or Katie the night before or 

in the morning. Please use their mobile number and leave a phone message if it is not 

answered. Please ring by 3.00 in the afternoon to let the school know if you think you 

will be back the following day. 

For known absence please leave a note of work for covering teacher. 

On return to work all staff must see the admin officer in the school office to complete the 

relevant forms. All teachers for any absence need to complete a leave of absence form. 

 

Self Certification 

In the event of absence through illness staff must complete a form on their return. See 

Alana on your return from any absence to be given the correct form. 

A doctor's certificate will also be required by the Education Office for absences longer 

than seven days.  If a member of staff is ill on a Saturday and Sunday they are counted as 

days of absence. Keep in contact with the school during periods of extended absence. 

 

Leave Of Absence 

The school follows the Local Authority Leave of Absence policy.  Should a member of 

staff need to absent themselves for a reason other than illness they are required to fill in a 

leave of absence form in duplicate (obtainable from the Admin Officer). The granting of 

leave of absence will depend on the reasons advanced and will generally be unpaid. 

Granting of leave is not automatic, save for some defined reasons. If you have a medical 

appointment please provide written confirmation. 

 

Staff Dress Code 

All staff are expected to dress appropriately and smartly. 

Specifically staff should remember that they should not wear jeans, shorts or trainers or t-

shirts with pictures and logos on. They should also change into a PE kit for PE lessons. 

Jogging trousers should not be worn apart from for PE. 

Early Years staff are exempt from this and should dress appropriate to the needs of 

Foundation Stage.  

 

Staff Room 

The issue of general tidiness of the staff room is in everyone's hands! 

The staff room has a supply of tea bags, coffee, sugar and milk. These are provided by 

the school for members of staff. A fridge and a fridge/freezer are available in the 

staffroom for staff food.  There is also a microwave, a dishwasher, a toaster and a 

sandwich maker for staff use. 

There is a staff room rota system for tidying the staffroom and loading and unloading the 

dishwasher but staff must be prepared to tidy up after themselves also. Your assistance in 

loading and unloading the dishwasher would be much appreciated.  

Please remember to throw away unwanted food and not to leave it lying around (and 

encouraging mice!) or in the fridge.  
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Every individual is responsible on a daily basis for washing, drying and placing of 

beakers, plates, cutlery in storage cupboards.  Please do not leave dirty cups in the staff 

room for someone else to clear up, particularly if the staff room is to be used for 

meetings before or after school. All cups containing hot drinks must have a lid when 

carried around the school.   

Each member of staff has a tray/pigeon hole in the staffroom where communications and 

correspondence are put. 

The staff room has a display area for notices and a section for professional association 

news. 

 

Staff Lunches 

Staff can order a school lunch from Mel in the school office before 10am. Lunches are 

free if you take your meal with the children.   

 

Telephone 

Outside lines can only be accessed through the general office and through the Deputy 

Headteachers office and the SENco office. 

 

Health and Safety 

It is the obvious responsibility of all members of staff to be concerned about safety in 

school.  No matter should be neglected or left for someone else.  If a situation is thought 

to be unsafe, please inform the School Business Manager immediately.   

A Fire Drill will be held at least once a term.  Information sheets are located in every 

classroom.  Please make yourself familiar with the arrangements for the areas where you 

are sited. 

 

Caretaker 

The school caretaker is Abdi. He has a tray in the office which contains a notebook. 

Messages for Abdi about any jobs he needs to do should be written in this book. It’s also 

helpful if you alert Diana to the fact you have written it in. In the case of a lot of requests 

Abdi will need to prioritise jobs. 

Caretaker’s working hours are 6am – 10am. He then comes back on duty at 2.30pm on 

Monday and Tuesday and 3pm on Wednesday, Thursday and Friday. He finishes at 6pm 

every evening. The Caretaker should never be asked to work outside of these hours 

unless this is cleared with the headteacher. If he is required to work outside of these 

hours it is overtime and he needs to be paid at an overtime rate. 

. 

 

School Opening Times 

Apart from during teaching hours the school is only open for staff access during the 

caretaker’s duty times. If staff require access at any other time (evening or weekend) they 

should check this with the caretaker first who will advise as to whether the school is 

alarmed at that time. Staff should always inform the caretaker if they plan to be on site 

outside of normal hours. 

Staff should vacate the building promptly at 5.45pm. The caretaker will lock the building 

at 6pm. 

 

Smoking 

The school is a no smoking site.  If you choose to smoke you must be at least 100m away 

from the school site.  You must not smoke anywhere on the school site or where children 

could see you; you must not smoke in the wildlife garden, rear of the kitchens or near to 

the school rubbish bins.  You are not permitted to smoke during lessons or planning time.   
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Transporting Children 

No member of staff will transport a child without the clear agreement of the Head 

Teacher or the Deputy Head Teacher who will check the relevant details. 

 

Threatening Behaviour 

If any member of staff feels in any danger from another adult, parent or visitor, ask them 

to accompany you to the office or Headteacher and begin to make your way there. 

Attract the attention of a colleague. If the person refuses to come with you head towards 

the office or where there are other staff members. 

If it is not possible to make your way to the office area (because you are in charge of 

pupils for example) send a message to the office asking someone to come to you as soon 

as possible.  

 

Jewellery 

The school (and Local Authority) policy is that pupils should not wear jewellery. Staff 

must challenge pupils who wear jewellery.  Pupils with pierced ears must wear studs; a 

complete ban cannot be enforced.  Staff must not remove or insert earrings or look after 

jewellery.  If a child persists in wearing unsuitable jewellery please send out the letter for 

this purpose (obtainable from the office) to his / her parent / carer. If the child continues 

to wear the jewellery please inform the Headteacher who will follow it up. 

However, where significant objects are worn as part of religious observance it is allowed. 

The head/class teacher should discuss sensitively with parents their feelings and wishes 

around any safety concerns around the wearing of these items for PE lessons. 

 

School Uniform 

All pupils should wear school uniform.  There is a uniform list available from the office 

and our uniform supplier is Stevenson’s. All staff have a responsibility in making sure the 

children are wearing the correct uniform.  

The Headteacher will discuss with parents on entry to school and on individual cases any 

particular cultural or religious issues about the school uniform and dress for PE. 

If a pupil is not wearing school uniform please send out the letter that is in the school 

office for this purpose to his / her parent / carer. If they do not respond to reasonable 

requests please inform the Head Teacher who will follow the matter up.  

 

English as an Additional Language 

Marsha Honeghanbates and Christine Rees are our EAL Teachers. They will 

continuously appraise school needs and individual needs for EAL support. They will liaise 

closely with class teachers about children's progress and what sort of work will offer the 

best support.  A meeting with each class teachers is organised every term to discuss the 

children supported and to set targets for them.  

 

P.E./Games 

All pupils must change and have the correct kit, shorts, T-shirt, plimsolls or bare feet for 

indoors.  For PE outdoors, shorts, T-shirt, trainers or plimsolls and/or tracksuit. 

When walking to the hall all pupils must wear some form of footwear which can be 

removed in the hall. A note from parents should be handed to the class teacher if 

participation is not allowed on medical grounds. 

Children not taking part in the lesson must watch the lesson quietly and note the learning 

intentions that are undertaken in the lesson. If the failure to have kit is regular, i.e. more 

than once, please send a standard letter to parents and if it continues inform Headteacher. 

 

Parents 

We work closely with parents as partners in the education of their children.  We have an 

open door policy and try to see parents immediately if possible when there is a problem 
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or at least to make them an appointment very quickly. Staff need to be available 

immediately before and after school to talk with parents on an informal basis or to pass 

on /receive messages about children. 

Curriculum letters are sent out termly to parents. At the beginning of each year there are 

‘Meet the Teacher Meetings’. There are two Parents’ Evenings in the autumn and Spring 

Terms. 

 

Volunteers 

Parents are encouraged to volunteer to help in school, whether as regular volunteers in 

the classroom or on outings etc. Please see Katie Rees if you would like to introduce a 

volunteer.  

 

Parents' Association  

We have a Parents' Teachers Association, The Friends of The William Hogarth School.  

Much needed funds are raised each year for the benefit of all children through planning 

activities e.g. Christmas Fayres, Discos etc., assisting the school on trips and generally 

supporting the school.   

Parents in school especially appreciate staff participation in events. 

 

  Homework 

  Teachers should be familiar with the homework policy and guidelines. All classes send 

out homework on a weekly basis. 

 

EDUCATIONAL VISITS PROCEDURE Please note the new trips policy on staff 

shared 

Class teachers identify a suitable visit and then identify aims, objectives and outcomes. 

Know what the learning intentions for the trip are. 

1. Seek permission of Headteacher outlining any activities to be undertaken and 

possible dangers, e.g. water. Check availability of centre and possible dates 

2. Ask school administrator to obtain quotes from transport provider - book      

provisionally.   

3. Parents need written notification of all external trips for children.  Initial letter to 

parents setting out reasons for trip, cost and permission slips. (No pupil can take 

part without permission).  Some local trips may be covered by general letter at on 

entry to school. Check with Mel DuBey that all parents have signed. 

4. You must visit the destination to prepare for your visit and travel the route that 

you will be taking with the children.  Consider toilets, eating arrangements, bad 

weather, equipment, clothing, adults needed for supervision and any difficulties 

which can be foreseen. When making a preliminary visit, the School will meet 

reasonable expenses.  

5. Decide which adults you would like to go on trip with you. Ask the headteacher 

for permission for them to go.  

6. Inform adults, giving plenty of notice. 

7. Carry out an online risk assessment and give it to the head for approval at least 2 

weeks prior to the visit. 

8. Send letter to parents giving the information.  Standard letter formats are  

available from the office, any letter going out must be checked by the Head and 

contain the following information: 

 

 A date 

 A destination 

 A time depart - return 

 A voluntary contribution -  any difficulties, please see Head or Deputy in 

confidence 



 16 

 The clothing needed 

 Food requirements 

 Any money which children can take 

 Invitations for parents / carers to accompany 

 A tear off permission slip – which needs to be returned, signed.  

9. Prepare work etc. so that purpose of visit is achieved 

10. Meet with other staff / helpers to plan visit 

11. Consider the use of O.S. maps / A-Z maps / timetables etc when appropriate to 

plan journey with children 

12. Ensure you plan to take enough help to make the journey profitable and safe 

 

  Helpers: 

 Are they appropriate? 

 Aware of responsibilities? 

 Been briefed as to the details of the trip and the objectives?  (To be 

provided at least one week before trip). 

 Know the expectations placed on them. 

 Have a list of children in their care. 

 Know all arrangements - eating, meeting, emergency. 

 Be aware of behaviour code expected of pupils. 

 Have you offered to meet helpers prior to the visit to explain any points 

etc? 

 Please note that helpers should not be left in sole charge of a group of 

children unless they have been police checked 

Finalise Details: 

 Have first aid kit. 

 Knowledge of any medical problems (given to child's supervisors). 

 Brief children on expectations, behaviour, work, response to adults, if 

lost. 

 Procedure if a child is hurt. 

 Ensure School has your contact number and you have school / H.T. home 

number. 

 Ask the office to check coach company and ensure times, destinations, 

stopping points if necessary are known. 

 Also if coach has insurance and MOT. 

On the day: 

 check number of adults and pupils and items they and you need. 

 Make sure school has a mobile phone number for one of the party  

After the visit, you will need to: 

 review the visit, make necessary comments to assist repeat visits. 

         Think and ask other helpers about: 

 the suitability of venue 

 the work expectations 

 how much they felt was learned 

 the behaviour of pupils. 

 Any problems or issues 
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Privacy Notice (How we use school workforce information) 
The categories of school workforce information that we collect, process, hold and share 

include: 

 Contact details 

 Date of birth, marital status and gender 

 Next of kin and emergency contact numbers 

 Salary, annual leave, pension and benefits information 

 Bank account details, payroll records, National Insurance number and tax status 

information 

 Recruitment information, including copies of right to work documentation, 

references and other information included in a CV or cover letter or as part of the 

application process 

 Qualifications and employment records, including work history, job titles, working 

hours, training records and professional memberships 

 Performance information 

 Outcomes of any disciplinary and/or grievance procedures 

 Absence data 

 Photographs 

 Data about your use of the school’s information and communications system 

We may also collect, store and use information about you that falls into "special 

categories" of more sensitive personal data. This includes information about (where 

applicable): 

 Race, ethnicity, religious beliefs, sexual orientation and political opinions 

 Health, including any medical conditions, and sickness records 

 

Why we collect and use this information 

We use school workforce data to: 

The purpose of processing this data is to help us run the school, including to: 

 Enable you to be paid 

 Facilitate safe recruitment, as part of our safeguarding obligations towards pupils 
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 Inform our recruitment and retention policies 

 Enable equalities monitoring 

 Improve the management of workforce data across the sector 

 Support the work of the School Teachers’ Review Body 

 

The lawful basis on which we process this information 

We only collect and use personal information about you when the law allows us to. Most 

commonly, we use it where we need to: 

 Fulfil a contract we have entered into with you 

 Comply with a legal obligation 

 Carry out a task in the public interest 

Less commonly, we may also use personal information about you where: 

 You have given us consent to use it in a certain way 

 We need to protect your vital interests (or someone else’s interests)  

 

Collecting this information 

Whilst the majority of information you provide to us is mandatory, some of it is provided 

to us on a voluntary basis. In order to comply with data protection legislation, we will 

inform you whether you are required to provide certain school workforce information to 

us or if you have a choice in this.  

 

Storing this information 

We hold school workforce data for securely for the duration of your employment and for 

6 years from the date of termination of your employment. 

 

Who we share this information with 

We routinely share this information with: 

 

The local authority 

The Department for Education (DfE)  

 

Why we share school workforce information 

We do not share information about workforce members with anyone without consent 

unless the law and our policies allow us to do so. 

 

We are required to share information about our school employees with our local 

authority (LA) and the Department for Education (DfE) under section 5 of the Education 

(Supply of Information about the School Workforce) (England) Regulations 2007 and 

amendments.  

 

Data collection requirements 

The DfE collects and processes personal data relating to those employed by schools 

(including Multi Academy Trusts) and local authorities that work in state funded schools 

(including all maintained schools, all academies and free schools and all special schools 

including Pupil Referral Units and Alternative Provision). All state funded schools are 
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required to make a census submission because it is a statutory return under sections 113 

and 114 of the Education Act 2005 

 

To find out more about the data collection requirements placed on us by the Department 

for Education including the data that we share with them, go to 

https://www.gov.uk/education/data-collection-and-censuses-for-schools 

 

The department may share information about school employees with third parties who 

promote the education or well-being of children or the effective deployment of school 

staff in England by: 

 

 conducting research or analysis 

 producing statistics 

 providing information, advice or guidance 

 

The department has robust processes in place to ensure that the confidentiality of 

personal data is maintained and there are stringent controls in place regarding access to it 

and its use. Decisions on whether DfE releases personal data to third parties are subject 

to a strict approval process and based on a detailed assessment of: 

 

 who is requesting the data 

 the purpose for which it is required 

 the level and sensitivity of data requested; and  

 the arrangements in place to securely store and handle the data  

 

 

To be granted access to school workforce information, organisations must comply with 

its strict terms and conditions covering the confidentiality and handling of the data, 

security arrangements and retention and use of the data. 

 

For more information about the department’s data sharing process, please visit:   

https://www.gov.uk/data-protection-how-we-collect-and-share-research-data 

 

To contact the department: https://www.gov.uk/contact-dfe 

 

Requesting access to your personal data 

Under data protection legislation, you have the right to request access to information 

about you that we hold. To make a request for your personal information, contact Alana 

Hosain, Administrator or Diana Armstrong Data Protection Officer 

 

You also have the right to: 

 

 object to processing of personal data that is likely to cause, or is causing, damage 

or distress 

 prevent processing for the purpose of direct marketing 

 object to decisions being taken by automated means 

 in certain circumstances, have inaccurate personal data rectified, blocked, erased 

or destroyed; and 

 claim compensation for damages caused by a breach of the Data Protection 

regulations  

 

https://www.gov.uk/education/data-collection-and-censuses-for-schools
https://www.gov.uk/data-protection-how-we-collect-and-share-research-data
https://www.gov.uk/contact-dfe
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If you have a concern about the way we are collecting or using your personal data, we 

ask that you raise your concern with us in the first instance. Alternatively, you can 

contact the Information Commissioner’s Office at https://ico.org.uk/concerns/ 

 

 

 

Further information 

If you would like to discuss anything in this privacy notice, please contact Alana Hosain, 

School Administrator or Diana Armstrong, Data Protection Officer  

 

This notice is based on the Department for Education’s model privacy notice for the 

school workforce 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://ico.org.uk/concerns/
https://www.gov.uk/government/publications/data-protection-and-privacy-privacy-notices
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Check List                 

Have you received a copy of the Staff Handbook?                        Yes/No 

 

Have you been given a copy of the Health, Safety, Security Policy and Emergency Plan? 

                                  

                                    Yes/No 

 

Have you signed and returned the Acceptable Use Policy for ICT (lgfl) and cameras? 

                  Yes/No 

 

Please sign below to confirm you have received, read, understood and will comply with 

these documents.  If you have any questions or concerns please speak directly to Avril 

Stockley, Headteacher or Diana Armstrong, School Business Manager. 

 

Signed:       Date: 

 

Print name: 

 

 


