Burnham Copse Primary School


Personnel Policy

Aims:
To ensure full communication and sharing of ideas throughout the school

To set clear behavioural expectations for Staff.

To set guidelines for  work ethics and relationships within the school.


To detail the provision for selection and appeals panels.

To underscore the commitment of the Governing Body to the Hampshire policy for Personnel Practice.

The following statement encapsulates the environment we seek to provide for everyone working in, or associated with the school.

Everyone at Burnham Copse Primary School shares a commitment to providing a secure, happy and caring environment which meets the needs of all the children - intellectual, physical, emotional, spiritual, social and cultural.

By working in close partnership with Parents we nurture the development of trust, respect, confidence, independence, self esteem and the desire to learn. 

We provide quality learning experiences with the expectation that all will have the opportunity to achieve their full potential.

Ethos of the school

· We work at all times with the above statement in our minds.

· No one in the school is more important than any other - we all have a slightly different job to do and the success of everyone depends on each person doing their job well.

·  As employees of the school we have an opportunity to make an input into policy and practice at the appropriate time. Thereafter all must adhere to the practices as stated in the policy.

· We operate a “no-blame” culture where mistakes are expected as part of the learning process. There will be times when we are required to discuss issues in an open and honest culture in order to move forward and develop skills.

· As part of the honest and open culture, any problems, issues or concerns are taken directly to the Headteacher, or raised openly at Staff meetings if appropriate.

There are regular meetings held to provide a vehicle for communication:-

· Monthly for Lunchtime staff – usually the first Tuesday in the month.

· Weekly for Learning Support Assistants and Special Needs Assistants (Tuesday at 10.15)
· Weekly whole-staff (open) meetings, held at 12.15 on a Friday.

· Weekly Teacher (curriculum-based) meetings, held at 3.45 on Mondays.

· Weekly team meetings for planning the curriculum, attended by Teachers and support staff by arrangement.

· Weekly Senior Management Team meetings (Thursday).

All meetings are minuted, with the exception of team planning, where the documents are evidence of agreements. Minute books are kept in the staffroom and are open to all Staff, who add agenda items as required. Any member of staff absent from a meeting is expected to read the minutes and confer with their line manager or the Headteacher for further clarification if required.

There is a Staff Brochure  in each classroom setting out the organisation of the school, together with all reporting forms and relevant policies for day to day practice. All classroom staff are required to be familiar with the contents of the brochure and take full responsibility for full communication at all times. The Headteacher is available to all staff and is the first line for any issues which arise.
There is an Induction Manual  for all sections of staff which must be completed within the first month of employment. The manual details the requirements upon all staff to maintain the highest levels of Health and Safety practices at all times.
There are also regular scheduled meetings of the Governing Body, sub-groups (committees), link Governors and members of staff. From time to time, subject managers are invited to attend Governor sub-groups.

The Governing Body acts at all times within the structure and guidelines of the Hampshire Manual of Personnel Practice. A copy of this document is freely available on request from the Office.

The Governing Body will appoint subgroups for dealing with Personnel issues which are not resolved through other channels, including Appeals Committees when necessary. Small sub-groups are also formed for advertising and selection of staff (see also Policy for Employment).
This Policy should be read in conjunction with all policies for Health and Safety, Pay, Complaints and the Manual of Personnel and Practice. Reference should also be made to individual Job Descriptions, which are reviewed annually and amended in consultation with staff when necessary.
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