
 

Page | 1  
 

 

 

 

 

 

 

 

 

 

 

Staff Handbook 
 

 

 

 

 

 

 

 

Status Statutory 

Responsible Board of Directors  

LGB Full Governing Board 

Responsible Persons Mrs. B Nixon CEO 

Date of last review  September 2021 

Date of next review  September 2022 



 

Page | 2  
 

Contents           Page 
 
   
1. Introduction        4 
2.  Management of the Trust      4 
3. Terms and Conditions of Employment    5 
4.  Equality of Opportunity       8 
5.  Family Matters        8 
6.  Absence from Work       10 
7.  Performance Management      12 
8.  Training and Development      13 
9.  Professional Standards and Conduct in the Workplace  14 
10. Health and Safety        16 
11.  Communication and Representation     17 
12.  Trust Organisation        18 
13. Leaving the Trust        18  
 
 
 
 
 
 
 
 
Version Control 

Version Revision Date Revised by Section Revised 

V1 April 2018 B Nixon No revisions made 

 V1  March 2019  J Tuke  No revisions made 
 

V2 June 2020 L Burton Need to confirm LGB responsibility now there are no 
committees 
Throughout the document replaced CEO with CEO 
Section 5 updated to new regulations for the issue of 
contracts of employment  
3.1 reworded to include Trust Wide pay policy 
Throughout included Academy Business Manager where 
appropriate at Academy level 
3.3.1 Changed to reference correct paragraph of STPCD 
2019 and added in the role of the Principal in allocating 
PPE time  



 

Page | 3  
 

3.4.2 Annual leave entitlement updated to reflect new 
Support Staff salary scale/points 
4.1 Changed to say at least 1 member of the interview 
panel needs to be safer recruitment trained 
5.4 added in adoption of more than 1 child 
6.3 Added in reference to Attendance Management Policy 
7.1 included the need to meet the Academy Safeguarding 
officer at point of induction commencing 
7.1 added in need to complete safeguarding training upon 
appointment  
7.5 Added in rights to be paid when representing a 
colleague  
Section 8   added in training agreement and repayment of 
training costs if leaving the Trust  
9.6 added in the Trust right to check Trust IT equipment in 
the case of mis-use 
11.2 Added in additional paragraph regarding use of the 
Grievance procedure   

V3 September 2021 AHibbitt Reference to leave of absence policy on page 7 

  



 

Page | 4  
 

1. Introduction 
This handbook aims to provide employees with information to help them to develop a 
successful career within Exceed Learning Partnership Trust. It sets out employees’ rights and 
entitlements as well as expectations and requirements about their working life within the 
Trust. 
 
It is advised that this handbook form part of the induction of new employees. It is designed 
to be read in conjunction with the contract of employment. 
 
1.1  Other Sources of Information 

The information in this handbook is based on employment legislation, statutory 
documents governing the Trust, teachers’ pay and conditions and nationally-
negotiated agreements. Further reference documents include: 
 

 Conditions of Service for Academy Teachers in England and Wales (the “Burgundy 
Book”). Reference copy available from the academies 

 Academy Teachers’ Pay and Conditions Document. 

 National Agreement on Pay and Conditions of Service (the “Green Book”). Reference 
copy available from the academies 

 Direct Gov website: http://www.direct.gov.uk 

 Exceed Learning Partnership Staff Code of Conduct  
 

Model policies and procedures for the Trust are referenced where available, each 
academy may have adopted their own policies, procedures and guidelines, which may 
include further details from the Trust Policies. 
 
 

2. Leadership and Management of the Trust  
Exceed Learning Partnership Trust has overall responsibility for the Trust in terms of strategic 
direction, educational achievement, financial and people management and operations, 
including staffing structures. The Directors are responsible for determining and implementing 
trust policies and procedures and making key decisions about the overall running of the 
academies within the trust.  
 
The Chief Executive Officer of the Trust is responsible for the day-to-day operations within 
the Trust. The Chief Executive Officer meets regularly with the MAT Board to report on Trust 
progress, highlighting issues requiring Directors’ attention and to make recommendations 
about the academies within the Trust.  Directors are expected to scrutinise the information 
available to them and use it to make decisions relating to the Trust and its resources. 
 
2.1  Employing Body 

All staff are employed by Exceed Learning Partnership Trust.  The Trust Board 
comprises of Members and Directors, each bringing essential knowledge, skills and 
experience which are extremely valuable to the progression and continuing success 
of the Trust. Information regarding our current Directors and Members can be found 
on the Trust website www.exceedlearningpartnership.co.uk  
 

http://www.direct.gov.uk/
http://www.exceedlearning/
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The Trust strives for excellence in partnership, to ensure that children and staff 
within our academies, together with their communities, benefit from excellent 
teaching, learning, leadership and opportunities. 
 

2.2  Decision-making on Employment Matters 
The Chief Executive Officer or Principal, with reference to the Directors/Governing 
Board, has responsibility for the management of people within the Trust/Academy. 
The Chief Executive Officer or Principal is likely to make most of the day-to-day 
decisions relating to staff management, though matters raised for appeal are normally 
referred to a panel of Directors/Governors who are responsible for determining the 
Trust/Academy’s staffing structure and complement. Any significant changes are 
referred to the Trust’s Human Resources, this would include items such as 
reorganisations of the staffing structure, which are authorised by the Board of 
Directors/Governing Board before implementation. 
 
 

3. Terms and Conditions of Employment 
Teachers’ terms and conditions are governed by the nationally-negotiated Conditions of 
Service for Academy Teachers in England and Wales (the “Burgundy Book”; each Trust has a 
copy for teacher reference) that covers conditions such as notice periods, sick pay entitlement 
and maternity leave. The Academy Teachers’ Pay and Conditions Document, which is annually 
updated, governs teacher remuneration. 
 
The terms and conditions of support staff are governed by the annually-negotiated National 
Agreement on Pay and Conditions of Service (the “Green Book”) which determines conditions 
such as pay, notice periods, sick pay, maternity leave and job grading. 
 
Employees must be issued with their contract of employment on or before the first day of 
taking up their post. Employees should alert the Academy Business Manager or the Academy 
Principal of the Academy if they have not received their contract of employment at the point 
of joining the Trust. 
 
3.1  Pay 

All academies are required to follow the Trust Wide Teachers Pay Policy which 
supports the academy’s improvement plan and ensures that Governors make pay 
decisions that are consistent and fair throughout the Trust and in compliance with 
equalities legislation. It also gives staff the right to appeal to Governors against any 
pay decision affecting them personally. A copy of the Trust Wide Teachers Pay Policy 
is available from your Academy Business Manager or the Business and Operations 
Manager for Central Team employees.  

 
Queries relating to pay matters should be addressed to the Principal or Academy 
Business Manager in the first instance, who may seek further advice from the Business 
and Operations Manager, Chief Executive Officer, Trust Directors, Governors, HR 
Advisory or Payroll teams. 
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3.1.1  Teachers’ pay 
Teachers’ pay and remuneration is also regulated by the nationally-negotiated 
Academies Teachers’ Pay and Conditions Document (STPCD) and the process for 
addressing pay is outlined in the Teachers’ pay policy, both of which are available 
within the Trust. 

 
 

3.1.2  Support Staff Pay 
A Single Status pay and grading structure is used in Exceed Learning Partnership Trust 
to ensure that support staff remuneration is fair, equitable and transparent. All jobs 
are evaluated using the localised Doncaster Grade system and post-holders are 
awarded annual increments within the job’s salary range.  

 
3.2  Pensions 

Teachers automatically contribute to the Teachers’ Pension scheme unless they opt 
out of it. For queries about pension contributions or benefits, the agency can be 
contacted as follows using your DFE Teacher number for reference: 
 
Teachers’ Pensions 
Mowden Hall 
Darlington 
DL3 9EE 
0845 6066166 
www.teacherspensions.co.uk 
 
Support staff are eligible to join the Local Government Pension scheme and are 
automatically entered into the pension scheme unless employed on ad hoc Trust 
contracts. Full scheme regulations are available from: 
 
South Yorkshire Pensions Authority 
18 Regent St,  
Barnsley  
S70 2HG 
www.sypensions.org.uk 

 
3.3  Hours of Work 

Employees must ensure that their total working hours, whether contracted to one or 
more posts, does not exceed the legal maximum of 48 hours per week. Employees 
should keep their Principal/Business Manager   informed about any other employment 
they take up whilst working at the Trust. Employees are entitled to an unpaid break of 
at least 20 minutes when working for at least six hours. 
 

3.3.1  Teaching Staff 
Full-time teaching staff are required to undertake 1265 hours of “directed time” a year over 
195 days of the academic calendar. In addition, there is a requirement to undertake such 
reasonable additional hours as may be necessary to enable the effective discharge of the 
teacher’s professional duties, including in particular planning and preparing courses and 

http://www.teacherspensions.co.uk/
http://www.sypensions.org.uk/
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lessons; and assessing, monitoring, recording and reporting on the learning needs, progress 
and achievements of assigned pupils (STPCD; paragraph 51.7).  
 
A minimum of 10% of a teacher’s time-tabled teaching time must be devoted to non-contact 
Planning, Preparation and Assessment. The arrangements for the allocation of PPA time will 
be the decision of the Academy Principal and may be different in each of the Academies within 
the Trust. 
 
 
3.3.2  Support Staff 

Full-time support staff are contracted to work 37 hours per week, 52 weeks per year. 
Support staff employed to work fewer hours e.g. term-time only will have their hours 
of work specified in their contract of employment. The pay and holiday entitlement of 
part-time staff are on pro rata basis according to hours worked.  

 
3.4  Holidays 
3.4.1  Teachers’ Holidays 

Teachers are employed to work over the 38 weeks of the Trust terms and five INSET 
days. Notwithstanding statutory entitlements, there is no entitlement to take leave 
during term-time, but any exceptional request for leave during the Trust term should 
be submitted for authorisation in accordance with Trust procedures for requesting 
leave (Leave of Absence Policy). 

 
3.4.2  Support Staff Holidays 

All full-time support staff are entitled to a minimum of 26 days in a full year and will 
be given three extra days’ leave where they have five years’ continuous service and 
two further days’ leave where they have 10 years’ continuous service. The enhanced 
leave entitlement will apply with effect from the date that the service has been 
accrued. A pro-rata entitlement will apply to part-time and job-share employees.  
 
Leave is granted as follows:  
 

Salary Days  
SCP 11 and below 26 (29*) (31**)  
SCP 12-21 (31*) (33**)  
SCP 22-33 (33*) (35**)  
SCP 34 and above 32 (35*) (37**)  
 
(*Denotes entitlement after five years’ continuous service.)  
(** Denotes entitlement after 10 years’ continuous service.)  

 
Staff are normally required to take their annual leave during the Trust holidays and for 
staff who are on 100% contracts must follow the leave of absence policy 
 
Term-time only support staff are only employed to work during term time and their 
pay includes an element for their holiday entitlement (this is often referred to as 
factorised pay).  
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3.5  Employee Benefits 

Exceed Learning Partnership offers a number of health and well-being services which 
are available through the staff absence insurance provider.  Salary Sacrifice is also 
offered through the Trust’s payroll providers. 

 

4. Equality of Opportunity 
Exceed Learning Partnership Trust Board, Chief Executive Officer, Governors, Principals and 
employees have a responsibility to ensure that fair and objective practices are carried out 
within the Trust and its academies, in accordance with Equalities legislation and best practice. 
 
4.1  Recruitment and Selection 

Recruitment and selection methods are in keeping with DfE Keeping Children Safe in 
Education Guidelines and the Trust Safer Recruitment Policy in order to ensure the 
most suitable candidate is selected without bias or prejudice. It is a requirement that 
at least one member of staff involved in selection decisions has attend the Safer 
Recruitment training course prior to recruiting and holds valid certification of training. 

 
4.2  Discriminatory Behaviour 

All employees are required to follow Exceed Learning Partnership’s Equalities Policy 
and Dignity at Work policy which means they should not harass, bully, victimise or 
treat others differently on the grounds of age, gender, sexuality, race or ethnic 
background, religion, disability, or any other grounds. Harassment and/or bullying of 
any type will not be tolerated in academies within the Trust, and if an employee has 
been subject to discriminatory behaviour, they should in the first instance tell the 
person responsible that their behaviour is upsetting and goes against equalities 
policies. If this does not resolve the behaviour, or if the incident is serious enough to 
merit immediate investigation, the incident should be reported using the Trust’s 
Grievance Procedure. The Trust has an obligation to fully investigate any allegation of 
improper treatment. 

 
4.3  Trade Union Representation 

A number of trade unions are recognised within the Trust who negotiate conditions 
and represent staff. They provide advice and support to employees and may 
accompany or represent them at formal meetings.  

  

5.  Family Matters 
5.1  Maternity and Adoption Leave 

Entitlement to maternity and adoption leave within Exceed Learning Partnership is 
based on length of service and is outlined in the Maternity and Adoption Leave policy.  

 
5.2  Paternity Leave 
Fathers with at least 26 weeks’ service at the 15 week before their child’s birth have a 
statutory entitlement to paternity leave. This entitlement is for two weeks’ leave upon the 
birth of a child, paid at Statutory Paternity Pay. 
 
5.3  Parental leave 
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All parents are entitled to a period of 18 weeks’ unpaid leave to care for their child 
and adopted child up to their 18th birthday. Requests for parental leave should be 
submitted to the Academy Business Manager or Principal or in the case of Trust 
Central Team employees to the Chief Executive Officer.  
 
The limit on how much parental leave each parent can take in a year is four weeks for 
each child. You must take parental leave as whole weeks (e.g. one week or two weeks) 
rather than individual days, unless the Trust agrees otherwise. If you are a Parent or 
Guardian of a disabled child, you do not have to take all the leave at once. 
 
A ‘week’ equals the length of time an employee normally works over seven days. 
 

5.4  Shared Parental Leave 
You may be able to get Shared Parental Leave (SPL) and Statutory Shared Parental Pay 
(ShPP) if you’re having a baby or adopting a child. 
 
If you’re eligible for SPL you can use it to take leave in blocks separated by periods of 
work, instead of taking it all in one go. To start SPL or ShPP the mother must end her 
maternity leave (for SPL) or her Maternity Allowance or maternity pay (for ShPP). If 
she doesn’t get maternity leave (but she ends her Maternity Allowance or pay early) 
her partner might still get SPL. 

 
If you’re adopting, then you or your partner must end any adoption leave or adoption 
pay early instead. If you’re eligible you can take: 

 the remaining leave as SPL (52 weeks minus any weeks of maternity or adoption 
leave) 

 the remaining pay as ShPP (39 weeks minus any weeks of maternity pay, maternity 
allowance or adoption pay) 
 

If neither of you is entitled to maternity leave or adoption leave then SPL will be 52 
weeks minus any weeks of maternity pay, Maternity Allowance or adoption pay. You 
can share SPL and ShPP between you if you’re both eligible. 
 
In cases where you are adopting more than one child at the same time e.g. 
sibling’s/twins employees are only eligible for one period of adoption leave. 

 
5.5  Carers’ Leave 

All carers have a statutory entitlement to a limited amount of emergency carers’ leave 
to make arrangements for alternative provision of care when normal care 
arrangements break down. This entitlement is unpaid but academies in the Trust may 
choose to grant paid leave for this purpose. This is outlined in Exceed Learning 
Partnership’s Leave of Absence policy 

 
5.6  Compassionate Leave (or time off for Dependants) 

Employees have the right to a limited amount of paid leave in order to cope with 
personal circumstances involving a family member. This would not normally exceed 

https://www.gov.uk/shared-parental-leave-and-pay/eligibility
https://www.gov.uk/shared-parental-leave-and-pay/booking-blocks-of-leave
https://www.gov.uk/shared-parental-leave-and-pay/when-you-can-start
https://www.gov.uk/maternity-pay-leave/eligibility
https://www.gov.uk/adoption-pay-leave/eligibility
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three working days in any one academic year period.  This is outlined in Exceed 
Learning Partnership’s Leave of Absence policy. 

  
 
5.7  Flexible Working  
5.7.1  Eligibility 

All employees have a statutory right to ask their employer for a change to their 
contractual terms and conditions of employment to work flexibly provided they have 
worked for their employer for 26 weeks continuously at the date the application is 
made. An employee can only make one statutory request in any 12-month period. 
 

5.7.2  Procedure for Requesting Flexible Working 
Employees should submit their request in writing to the Principal of the Academy or 
Chief Executive Officer for the Trust, who will hold a meeting to discuss the request, 
at which the employee can ask for representation. The request will be considered in 
the context of balancing employee and Academy or Trust requirements. 
  
A decision about the request will be made after the meeting and communicated in 
writing to the employee. If a flexible working request is refused, the employee has the 
right to appeal to the Governing Board to review the decision. Once the new working 
arrangement has been implemented, a formal review would normally take place 
before it is confirmed as a permanent change to an employee’s terms and conditions. 
The procedure is outlined in the Trust’s Flexible Working policy. 
 
 

6. Absence from Work 
6.1  Absence Reporting Procedure 

All sickness absence should be reported to the Trust/Academy in accordance with 
their absence reporting procedure. It is not acceptable to report sickness absence by 
text message or email, but if the Academy Business Manager or the Academy Principal 
is not available, a voice message can be left with another member of staff.  

 
Employees are required to self-certify all absences of one day or longer. Additionally, 
a GP certificate must be provided for absences lasting more than seven days. 

 
Leave of absence requests should be made in accordance with the Trust’s Leave of 
Absence Policy. 

 
6.2  Return to Work Meetings 

Employees should expect to attend a return to work meeting with their Line Manager 
upon their return to work. The interview is an opportunity for the employee to discuss 
the reason for their absence, to complete a self-certification form or submit a GP 
certificate, and to advise their manager about their health, any support they require 
and whether their condition is likely to result in any further absence, whether through 
sickness or medical appointments. It is also an opportunity for the employee to be 
briefed about relevant Academy/Trust information they may have missed. 
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6.3  Entitlement to Sick Pay 
Teachers’ sick pay is based on a teacher’s length of service and is determined by the 
provisions within the “Burgundy Book”, a summary of which are below. For full details, 
refer to the “Burgundy Book”. 

 During first year of service - Full pay for 25 working days and after completing four 
calendar months’ service, half pay for 50 working days 

 During the second year of service - Full pay for 50 working days and then half pay for 
50 working days 

 During the third year of service - Full pay for 75 working days and half pay for 75 
working days 

 During fourth and subsequent years - Full pay for 100 working days and half pay for 
100 working days 
 

Sick pay for support staff is based on length of service and is determined by the 
provisions within the “Green Book”, a summary of which are below. For full details, refer 
to the “Green Book”. 
 

 During first year of service, one month’s full pay and (after completing four months’ 
service) two months’ half pay. 

 During second year of service, two months’ full pay and two months’ half pay 

 During third year of service, four months’ full pay and four months’ half pay 

 During fourth and fifth year of service, five months’ full pay and five months’ half pay 

 After five years’ service, six months’ full pay and six months’ half pay 
 

Exceed Learning Partnership Trust reserves the right to manage staff attendance in 
accordance with the Attendance Management Policy. This policy is designed to support 
the recording and management of absence, underpinning a positive regime which 
allows problems to be identified at an early stage and appropriate support for 
employees put in place.   

 
6.4 Medical Appointments 

Medical appointments should be booked outside working hours wherever possible. 
Any request for leave during working time should be authorised in advance by the 
Principal or Chief Executive Officer for those working within the Trust, who may grant 
this on a paid or unpaid basis or require the time to be worked in lieu. Separate 
arrangements apply to employees whose medical condition is covered by the 
Disability Discrimination Act whereby the Academy/Trust may seek advice from the 
Trust’s HR Advisor. 

 
6.5  Other Leave 

Employees are entitled to paid leave in order to carry out jury service. Any allowances 
must be claimed from the relevant body (e.g. the judicial court) and should be 
reimbursed to the Trust. In exceptional circumstances, leave for other purposes may 
be granted by the Academy Principal/Governing Board on a paid or unpaid basis in 
accordance with the Trust leave of absence policy. 
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7. Performance Management 
7.1  Induction 
 

The induction process is designed to allow you to make the best possible start to your 
role within Exceed Learning Partnership Trust. All new employees should be 
introduced to the academy, the staff and their role by means of an induction 
programme. The Induction Programme will typically include: 

 An introduction to the Trust premises and facilities 

 Meet and greet academy colleagues including the Academy Safeguarding Officer 
and Governing Board 

 Practical information (including essential Health and Safety information); 

 Information about the post and expectations of the post holder including any 
relevant objectives 

 Completion of Safeguarding training  

 Trust policies and procedures 
 

A separate induction process is provided for colleagues working in central Trust roles. 
 
7.2  Probation period 

All new employees to Exceed Learning Partnership are normally subject to a 
probationary period of six months, during which period performance against the 
requirements of the post is assessed. During this time, appropriate induction, support 
and training will be implemented to enable post holders to reach the required 
standard. If, by the end of the probationary period, performance is satisfactory, the 
employee is confirmed in post but if there are concerns with performance, the 
probationary period may be extended or employment terminated with one week’s 
notice. 

 
Different arrangements apply to Newly Qualified Teachers during their first year of 
qualified teaching. 

 
7.3  Appraisal and Performance Management 

Performance management is an essential tool to help provide employees with 
appropriate support, identify strengths and weaknesses, promote career 
development and manage poor performance. Performance review meetings should 
be held with staff at least once a year with planning and/or support sessions held 
regularly in the interim. 

 
Key aspects of performance management are agreeing objectives, identify training 
and development needs, considering pay progression & career development and 
reviewing the job role and description.  

 
An individual’s performance can be assessed through observation, feedback from 
colleagues and a review of achievements over the previous year. Performance 
management arrangements for teachers are underpinned by contractual 
requirements, but the same principles are recommended for support staff. The 
procedure is outlined in the Appraisal policies for teachers and Support Staff. 
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7.4  Poor Performance 

Performance problems should be discussed on an informal basis, always with the aim 
of providing support in order for an employee to reach the required standard. If these 
informal measures are not successful, performance management will follow the 
guidelines laid out in the improving performance procedures in the Appraisal Policy 
and the Capability Policy. 

 
The aim of performance management procedures is to bring about an improvement 
in staff competence. However, in exceptional cases, failure to reach the required 
standard with adequate support and in a reasonable timeframe may result in 
dismissal. 

 
7.5  Disciplinary procedure 

Disciplinary and investigation procedures may be invoked in cases of alleged 
misconduct or failure to comply with Trust regulations, code of conduct or terms and 
conditions of employment.  
Disciplinary action is preceded by an investigation, which is normally carried out by 
the Principal for the academy/ Chief Executive Officer for the Trust or other nominated 
investigation officer. Upon conclusion of the investigation, the investigating officer 
makes a recommendation to the Principal or Chief Executive Officer about whether to 
progress to a disciplinary hearing. 

   
All employees who are subject to disciplinary proceedings have the right to 
representation by a colleague or trade union official and have the right to appeal any 
disciplinary action taken against them.  Members of staff representing a colleague are 
entitled to time away from duties and where meetings are arranged outside of the 
representatives working hours to be paid for the time spent A copy of the Trust’s 
disciplinary procedure and code of conduct is available to all staff. 

 
8. Training and Development 

Development activities can take the form of formal learning interventions, coaching, on-the-
job learning and mentoring. Training is an essential aspect of performance management and 
is discussed during the probationary period and at performance review and one-to-one 
meetings. 
 
All staff are eligible for support in their professional development and are entitled to request 
training or coaching from their performance manager. 
 
Five INSET days a year are set aside for staff development and it is a requirement that teachers 
attend these as part of their annual directed time. Support staff may be on a 39-week contract 
and therefore be required to attend INSET days. 
 
Where an external provider or where attendance at an external training course is required    
and there is a high cost for the training, employees may be required to sign a Training 
Agreement where a percentage of the cost of the course/qualification is recoverable by the 
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Trust in the event of the employee leaving the employment of Exceed Learning Partnership 
Trust.  
 

9. Professional Standards and Conduct in the Workplace 
The staff of Exceed Learning Partnership are required to observe the Trust’s Code of Conduct. 
This sets out the behaviours and standards expected of staff working in the Trust, including 
treating others with respect, acting honestly, using public funds appropriately, adhering to 
health and safety guidelines, dressing appropriately and practising equal opportunities at all 
times. 
 
All staff are expected to act in accordance with these expectations are outlined below and 
should be fully observed as non-compliance may result in disciplinary action. 
 
9.1  Declaration of Interests 

Any interests in a group or organisation whose aims would be considered to be in 
conflict with the ethos of the Trust must be declared to the Chief Executive Officer or 
to the Principal. Any personal relationship which may cause a conflict of interest 
should also be declared. 

 
9.2  Media 

All communication with the media regarding the Trust/Academies or their operation 
must be directed through the Chief Executive Officer or the Principal of the Academy.  
 

9.3  Other Employment 
Employees are permitted to take up secondary employment outside the Trust, as long 
as the activity does not constitute a conflict of interest, adversely affect their primary 
employment at the Trust or exceed the legal maximum working week of 48 hours as 
defined by the Working Time Regulations. 

 
The secondary employment must be undertaken outside the working hours of the 
employee’s normal post and employees are required to keep the Chief Executive 
Officer /Principal for the Academy (Directors/Governing Board if the employee is the 
Chief Executive Officer or Principal) informed of their employment at other 
organisations. 

 
9.4  Use of Trust Premises & Equipment 

Trust equipment and premises are available only for Trust-related activities and 
should not be used for fulfilment of another job or post or for excessive or regular 
personal use, unless authorised in writing and in advance by the Chief Executive 
Officer or Principal. 

 
This includes photocopy facilities, stationery, telephones, computers and premises. 
Any Trust/Academy equipment that is used outside Trust/Academy premises, for 
example laptops, should be returned to the Trust/Academy when the employee leaves 
employment or upon request by the Chief Executive Officer or Principal. 
 

 



 

Page | 15  
 

9.5  Copyright 
Copyright legislation should be displayed next to photocopier machines and staff are 
required to adhere to the guidance provided about use of educational resources. 

 
9.6  Monitoring 

The Trust has a right to monitor emails, telephone calls, internet activity or document 
production, principally in order to avoid offensive or nuisance material and to protect 
systems from viruses. 
 
Use of Trust email for personal correspondence must be kept to a minimum and abuse 
of Trust equipment or excessive and inappropriate usage could result in disciplinary 
action being taken against an employee. Inappropriate usage includes circulation of 
offensive or pornographic information, jokes, junk mail or large attachments. It is 
strongly advised that passwords and access to computer systems are kept confidential 
and strictly monitored by account-holders. 
 
Employees need to be aware that the MAT has the right to take, examine and search 
devices in the case of misuse in line with the ICT and Online Safety Policy 

 
 
9.7  Confidentiality and Disclosure of Data 

All employees within the Trust, Members, Directors and the Governing Bodies come 
into contact with a significant volume of data and information in relation to pupils, 
staff, trust activities and many other matters. There is an obligation to read and to 
observe the requirements of the changes brought in by General Data Protection 
Requirement (GDPR) and Data Protection Act 1998. 

 
Staff should not disclose sensitive information about the academy, its employees or 
the Trust to other parties, for example, parents, colleagues or internet blogs. There 
are particular exceptions to this, for example disclosure of suspected or alleged abuse 
of a pupil to Child Protection officers, discussion with a person accompanying or 
representing an employee in a formal meeting or disclosure under the Whistleblowing 
Procedure. All communication with the media must be directed through the Chief 
Executive Officer for the Trust or Principal for the academy. 

 
There are circumstances in which staff are obliged to release pupil data, for example 
parents seeking information about pupil progress or other colleagues within the Trust.  

 
9.8  Access to Information 

Everyone has the right to request access to data that is held about them and such 
requests should be made to the Chief Executive Officer or Principal. 

 
9.9  Duty of Care to Children and Young People 

Trust employees are expected to act in an open and transparent way that would not 
lead any reasonable person to suspect their actions or intent. Employees within 
Exceed Learning Partnership are in a position of trust and have a duty to protect young 
people from discrimination and harm and to maintain appropriate professional 
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boundaries. It is equally important for staff to avoid behaviour that might be 
misinterpreted by others in order to protect both young people and themselves. Staff 
are required to read and understand the Trust’s Policy on Safeguarding and Child 
Protection. 

 
9.10  The Use of Social Media and Networking 

All adults working with pupils have a responsibility to maintain public confidence in 
their ability to safeguard the welfare the best interests of pupils. Trust staff should 
always maintain appropriate professional boundaries and avoid behaviour, during 
their use of the Internet and other communication technologies, which might be 
misinterpreted by others. They should report and record any incident with this 
potential. The expectations are outlined in the Trust’s Social Media Policy. 
 
 

10. Health and Safety 
There are full regulations that set out health and safety responsibilities to employees, pupils, 
contractors, volunteers and any member of the public who visit the Trust and its academies’ 
premises. 
 
10.1  Principal Requirements 

The Chief Executive Officer / Principal must ensure that: 
 

 there are safe working procedures in place to minimise and prevent harm, of which 
everyone on the Trust premises is aware 

 safe working environments and equipment are provided for use 

 competent people are employed and given adequate training in health and safety 
matters 

 
10.2  Employee Requirements 

Employees must ensure that: 

 reasonable care is taken for all health and safety matters 

 visitors to the Trust/Academies are briefed about emergency procedures and 
adhere to health and safety requirements 

 any incident or accident is reported, regardless of whether it actually caused harm 
(for example, a roof tile falling off the roof without hitting anyone). The accident 
reporting form should be publicised and easily accessible by all staff 

 
10.3  Emergency Procedures 

The Trust has a responsibility to ensure that emergency procedures (first aid, fire and 
terrorist threats, accidents) are well advertised in the Trust and its academies, and 
that all staff are adequately briefed as part of their induction and at regular intervals 
in their career within the Trust. 

 
10.4  Employee Welfare and Stress 

All employees have the right to work in a safe environment, which includes freedom 
from physical and psychological harm such as verbal abuse or stress. The Trust has in 
place robust procedures for dealing with intimidating behaviour, whether delivered 
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by staff, parents or pupils. Techniques for stress management include stress audits 
and open dialogues between employees and the Principal, Chief Executive Officer, 
Directors/Governing Board about their psychological well-being. If any employee is 
affected by the above, they must ensure they speak to their line manager or senior 
member of staff so support can be put in place and the situation dealt with. Employees 
may request counselling services from Occupational Health or via the Academy’s 
Absence Insurance Provider and should refer their request to the Academy Business 
Manager/Academy Principal/or for Principals and Trust Central Team members the 
Chief Executive Officer. 

 

11. Communication and Representation 
11.1  Employee Representation 

A number of trade unions are recognised in academies and all staff have the statutory 
right to join a union and to be represented at individual meetings and in collective 
negotiation. 

 
11.2  Grievance Procedure or Complaints Procedure 

A grievance is a written complaint by an employee about action which the employer 
has taken or is contemplating taking in relation to the employee or where there is a 
complaint about their work, workplace or someone they work with.  Where an 
employee has a complaint to make about an incident they should follow the Trust’s 
grievance procedure or complaints procedure (if applicable). This will enable the 
complaint to be properly investigated and the outcome formally recorded. Employees 
who are dissatisfied with the outcome of the investigation into their complaint have 
the right of appeal to Governors. 

 
The Grievance procedure should not be used to resolve interpersonal challenges with 

colleagues, to unreasonably delay or undermine disciplinary or capability procedures, 

or to challenge requirements that would be part of ordinary expectations within the 

workplace.  Where colleagues experience interpersonal difficulties or are otherwise 

unable to fulfil standard expectations within their role, they are required to report to 

their Line Manager as first point of contact. Line Managers will endeavour to resolve 

the situation and to accept reasonable offers made in resolution including the offer of 

mediation. 

 
11.3  Whistleblowing 

Employees have the right to raise concerns about the Trust under the Public Interest 
Disclosure Act 1998.  
This can be communicated through the Trust’s Grievance Procedure or through 
disclosure under the Trust Whistleblowing Policy. The Trust will endeavour to nurture 
a free and open culture and the employee who raised the concern should be reassured 
of their protection from victimisation, harassment or retribution of any kind. 

 



 

Page | 18  
 

Upon receipt of a disclosure from an employee, the Governing Board or other 
appropriate party is under an obligation to investigate it and if appropriate, take action 
to remedy it. 

 

12. Trust Organisation 
Directors and Governors are responsible for determining the Trust’s staffing structure and 
complement. Any significant changes to the Trust’s Human Resources, such as 
reorganisations of the staffing structure, are authorised by the Governing Board before 
implementation. 
 
Once the staffing structure for the Trust/Academy has been approved by the 
Directors/Governing Board, they may delegate its implementation to the Chief Executive 
Officer /Principal. 
 
12.1  Reorganisations 

Academies are required to deliver a high-quality education service to the community 
they serve, on the most efficient and cost-effective basis possible. It is sometimes 
necessary for academies to reorganise their staffing structure in order to achieve 
budget reductions, greater efficiency or as a result of a Trust closure or amalgamation. 

 
12.2  Redeployment 

Academies have a duty to consider suitable alternative employment they can provide 
for employees at risk of redundancy. Redeployment opportunities are subject to a 
four-week trial period.  

 
Redeployment opportunities may also be sought at the request of an employee whose 
motivation to transfer to a different job role may be on the grounds of (for example) 
health or personal circumstances. 
 
 

13. Leaving the Trust 
13.1  Notice Periods 
13.1.1 Teachers 

Teachers’ notice periods are defined by the “Burgundy Book” and contractual 
requirements and are as follows: 

 
Chief Executive Officer /Principal 
For resignations or dismissals taking place on 31 December or 30 April, the Chief 
Executive Officer /Principal is required to give a minimum of three months’ notice, 
terminating at the end of a Trust term. 

 
For resignations or dismissals taking place on 31 August, Chief Executive Officer 
/Principal is required to give a minimum of four months’ notice, terminating at the 
end of a Trust term. 
 
Teachers 
Notice from the employee: 
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31 December - For resignations taking effect from 31 December, two months’ notice 
must be given; resignations must be submitted in writing by 31 October. 
 
30 April - For resignations taking effect from 30 April, two months’ notice must be 
given; resignations must be submitted in writing by 28 February. 

 
However, as the Easter holidays rarely coincide with the 30 April date it is custom and 
practice to allow staff to take up their new appointment with effect from the first day 
of Half Term 5. 

 
For resignations effective from 31 August, three months’ notice must be given; 
resignations must be submitted in writing by 31 May. 

 
13.1.2 Support Staff 

Support staff can resign with effect from any date, provided they give the notice 
period stated in their statement of particulars (contract). Most support staff have a 
minimum contractual notice period of one month. 

 
There may be exceptions to this; for example, if an employee is on a short-term 
temporary contract their notice period may be less than one month. 

 
13.2  Fixed-term Contracts 
 
13.2.1  Reason for Issuing a Fixed-term Contract 

There should be a specific and robust reason for employing a member of staff on a 
fixed-term contract as opposed to a permanent contract. It is not appropriate to use 
a fixed-term contract as a means of assessing a new employee’s capability, nor is it 
appropriate to offer a fixed-term contract on the basis of continuing budgetary 
uncertainty. It is usually appropriate to offer a fixed-term contract where a post is 
funded by a specific and expendable source or where a post is for a particular purpose 
over a defined period of time, for example maternity leave cover. 

 
The reason for the post being a fixed-term contract must be specified at the point of 
recruitment and in the contract and it must be made clear that when the contract is 
not renewed, there is no entitlement to further work. 
 

13.2.2 Rights of Fixed-term Workers 
Fixed-term workers have virtually all the same rights as permanent employees 
including (after one year’s service) the right to be fairly dismissed and (after two years’ 
service) the right to a redundancy payment, where applicable.  
Where an employee has four or more years’ continuous service, they may 
automatically transfer to a permanent contract upon the next renewal of their 
contract. 

 
When a fixed-term contract is not being renewed or extended, a statutory procedure 
must be followed. The procedure is for the employee to be formally invited to a 
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meeting with the Chief Executive Officer /Principal, at which they can be accompanied 
by a trade union representative, in order to discuss the non-renewal of their contract. 
 
At the meeting, the reasons for the non-renewal should be discussed, along with any 
redeployment opportunities. After the meeting, the Chief Executive Officer /Principal 
should write to the employee to detail the outcome of the meeting and their right of 
appeal to the Board of Directors/Governing Board. 

 
13.3  Retirement 

Employees have a range of flexible retirement options available to them, including 
early, phased or deferred retirement. Any of these flexible working arrangements may 
be supplemented by pension income, subject to the regulations of the relevant 
pension scheme.  All flexible/phased retirement requests should be submitted to the 
Chief Executive Officer /Principal for consideration as there may be costs incurred by 
the Trust.  

 
Once a request has been submitted, the Chief Executive Officer /Principal meets with 
the employee to discuss their request and makes a decision on the basis of employee 
and Trust requirements. If a flexible retirement request is refused, the employee has 
the right to appeal to the Directors/Governing Board to review the decision. This is 
outlined in the policy on Leaving the Trust. 
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